Otterbein University

Digital Commons @ Otterbein
Faculty Manuals

University Documents & Records

1991

1991 Otterbein College Faculty Manual
Otterbein University

Follow this and additional works at: https://digitalcommons.otterbein.edu/fac_manual
Part of the Higher Education Commons

Recommended Citation
Otterbein University, "1991 Otterbein College Faculty Manual" (1991). Faculty Manuals. 1.
https://digitalcommons.otterbein.edu/fac_manual/1

This Book is brought to you for free and open access by the University Documents & Records at Digital Commons
@ Otterbein. It has been accepted for inclusion in Faculty Manuals by an authorized administrator of Digital
Commons @ Otterbein. For more information, please contact digitalcommons07@otterbein.edu.

F A C UL T Y
T A B L E

0 F

MANU AL
C ON T E N T S

SECTION ONE
ACADEMIC FREEDOM AND RESPONSIBILITIES
I.

II.

Policy statemen t
Academi c Review

1
1

SECTION TWO
PROVISIONS OF FULL-TIME TEACHING FACULTY APPOINTMENTS
I.

APPOINTMENTS
A.

B.

c.
II.

CONTRACT RENEWAL CRITERIA
A.
B.

III.

B.

c.

D.
E.

General Criteria
Eligibi lity
Procedu res
Contents of Promotio n File
Request for Reconsi deration and Appeal
in Case of Promotio n Denial

TENURE
A.
B.

c.

D.

E.
F.

G.

v.

Institut ional Needs
Performa nce During Employm ent

PROMOTION
A.

IV.

Types of Appointm ents
Distribu tion of Appointm ents Among
Departm ents
Faculty Ranks

Introduc tion and Definiti on
Eligibi lity
Criteria
Procedu res
Contents of Tenure File
Respon sibilitie s and Rights
Appeal of Tenure Denial

RENEWABLE TERM APPOINTMENTS
A.
B.

c.
D.

Introduc tion' and Definiti on
Criteria
Procedu res
Contents of Renewab le Term Appointm ent

1
1
1
2
2
3
3
4
4
5

5
6

7
7

7
8
8
8
9

10
10
10
10
10
11

12

i,.,

,,

VI.

TERMINATION OF SERVICE

12

A.
B.

12
12
13
13

c.

D.
VII.

APPEALS PROCEDURES:
A.
B.

c.

D.
E.

VIII.

By Retirem ent
Resigna tion
Non-Ren ewal
Dismiss al
GENERAL PROVISIO NS

Grounds for Request for Reconsi deration
Before the Personn el Committ ee
Filing a Request for Reconsi deration
Appealin g to the Personn el Appeals Hearing
Committ ee
Procedu res for Hearing an Appeal
Appeals to the Board of Trustee s in cases
other than those dealing with promotio ns
or leaves

14

14
14
14
15
16

EMPLOYMENT RELATIONSHIPS

16

A.
B.

16
16
17
17

c.

D.

Employm ent of Members of the Same Family
Outside Activit ies
Faculty Contrac ts
Salary
SECTION THREE
FRINGE BENEFITS

I.

II.
III.
IV.

v.

LIFE INSURANCE

1

MEDICAL INSURANCE

1

DENTAL INSURANCE

1

ILLNESS /DISABIL ITY

1

A.
B.

2

Illness Provisio n
Long-Ter m Disabil ity Insuranc e

1

MATERNITY LEAVE

2

LIABILIT Y INSURANCE

3

VII.

PROPERTY INSURANCE

3

VIII.

EDUCATIONAL BENEFITS

3

A.
B.

3
4
4
5

VI.

c.

D.

Educatio n Grant
Tuition Exchange Program
Scholar ship Benefits at Otterbe in
Off-Cam pus Study of Depende nts

IX.

RETIREMENT

5

A.
B.

5
6
6

c.

x.
IX.

Social Security
Retirem ent Annuitie s
Health Insuranc e

FRANKLIN COUNTY SCHOOL EMPLOYEES FEDERAL
CREDIT UNION

7

UNITED STATES SAVINGS BONDS

7

SECTION FOUR
SABBATICALS AND LEAVES

I.

SABBATICALS
A.
B.

c.

D.
E.

F.
G.
H.
II.

1

Projects
Eligibi lity
Applica tion Procedu res and Calenda r
Sabbati cal Leaves Subcomm ittee
Approva l Process
Appeals
Approved Leaves
Reportin g Procedu res

LEAVES OF ABSENCE

1
2
2
3
4
5
6
6

7

SECTION FIVE
PART-TIM E FACULTY

I.
II.
III.
IV.

APPOINTMENT

1

RESPONS IBILITIES

1

EVALUATION

1

FRINGE BENEFITS

2

A.

B.

v.

Medical Insuranc e and Retirem ent Plans
Scholar ship Benefits

PROCEDURES FOR ESTABLISHING ELIGIBIL ITY TO
RECEIVE FRINGE BENEFITS

2
2

3

SECTION SIX
ADJUNCT FACULTY

I.
II.

DEFINITI ON

1

APPOINTMENT/PROMOTION

1

A.
B.

Criter ia
Faculty Ranks

2
2

SECTION SEVEN
MISCELLANEOUS
I.

FACULTY RESPON SIBILIT IES

1

A.
B.

1
1

c.

D.
E.
II.
III.

IV.

v.
VI.

VIII.

Schedu ling Final Exams
Course Syllab us
Office Hours
Academ ic Advisin g
Campus Involve ment

2
2
2

TEACHING LOAD

3

TRAVEL TO PROFESSIONAL MEETINGS

3

FACULTY DEVELOPMENT PROGRAM

3

CO-CURRICULAR PARTIC IPATION AND CLASS
ATTENDANCE

3

PARTIC IPATION IN ACADEMIC CEREMONIES

4

COPYRIGHT POLICY STATEMENT

4

ADDENDUM A - IMPLEMENTATION OF THE POLICIE S AND PROCEDURES
IN THE 1989 FACULTY MANUAL
APPENDIX A -

AFFIRMATIVE ACTION POLICY OF OTTERBEIN COLLEGE

APPENDIX B -

SEXUAL HARASSMENT POLICY

APPENDIX C -

ARTICLE XVII, OTTERBEIN COLLEGE BY-LAWS,
PERSONNEL APPEALS HEARING

APPENDIX D -

DRUG FREE WORKPLACE POLICY

APPENDIX E -

CHAIRPERSON'S HANDBOOK

SECTION ONE
ACADEMIC FREEDOM AND RESPONSIBILITIES

I.

POLICY STATEMENT

The Otterb ein facult y adopte d on May 5, 1965 the 1940
statem ent of Princ iples on Academ ic Freedo m and Tenur e which
was prepa red jointl y by the Assoc iation of Ameri can Colleg es
and the AAUP. Many of the proced ures in this Manua l are
design ed, in the Otterb ein conte xt, to implem ent the gener al
terms and inten t of the 1940 statem ent.
A copy of the 1940 statem ent of Princ iples on Acade mic
Freedo m and Tenure is availa ble in the Libra ry and in the
Office of the Vice Presid ent for Academ ic Affai rs.
II. ACADEMIC FREEDOM
A. Facul ty membe rs are entitl ed to full freedo m in
resear ch and in the publi cation of the resul ts, subje ct to
the adequ ate perfor mance of other academ ic duties ; but
resear ch for pecun iary return should be based upon an
under standi ng with the autho rities of the instit ution .
B. Facul ty membe rs are entitl ed to freedo m in the
classr oom in discus sing the subje ct, but should be carefu l
not to introd uce into the classr oom teachi ng contr overs ial
matte r which has no relati on to the subje ct.

c. Facul ty membe rs are citize ns, membe rs of a learne d
profe ssion , and office rs of an educa tional instit ution .
When facult y membe rs speak or write as a citize n, they
should be free from instit ution al censo rship or discip line,
but this speci al positi on in the commu nity poses speci al
oblig ations . As person s of learni ng and educa tional
office rs, facult y membe rs should remem ber that the public
may judge the profe ssion and the instit ution by their
uttera nces. Hence , facult y membe rs should at all times be
accur ate, should exerc ise appro priate restra int, should show
respe ct for the opinio ns of others , and should make every
effor t to indica te that when opinio ns are ventu red, they are
not given as an instit ution al statem ent.
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SECTION TWO
PROVISIONS OF FULL-TIME TEACHING FACULTY APPOINTMENTS
I.

APPOINTMENTS

The teachin g faculty of Otterb ein Colleg e is selecte d from
the larger nation al and interna tional commun ity of schola rs by a
rigorou s proces s using the highes t intelle ctual and profes sional
standa rds, consid ering at the same time the needs of the whole
campus commun ity and the partic ular departm ent specify ing the
descrip tion of each positio n.
(Libra rians and admin istrato rs
with faculty status are govern ed by the Admin istrativ e Manual .)
A. Types of Appoin tments
Members of the faculty are initial ly appoin ted for a
period of one year by the Board of Truste es upon recomm endatio n
by the Presid ent of the Colleg e. The Presid ent makes the
recomm endatio n for initia l annual appoin tments only after
consul tation with the Vice Presid ent for Academ ic Affair s, the
Person nel Commi ttee and the Chairp erson of the departm ent(s)
concern ed. All faculty appoin tments must be approv ed by the
Board of Truste es.
Annual appoin tments are from Septem ber 1 to June 15.
(Summer contra cts are separa te and do not include fringe
benefi ts.)
The faculty consis ts of individ uals in tenured ,
tenure -track or renewa ble term positio ns.
1. Tenure d faculty are those who will be offered
succes sive annual contra cts by the Colleg e in recogn ition of
~contin ued good servic e and future potent ial.
2. Tenure -track faculty are those who will be evalua ted
for a maximum of six years while being consid ered for a tenured
positio n.
3.
Renewa ble term faculty appoin tments are those
appoin tments made by annual contra ct for an initia l expecte d
period of three years. The subseq uent renewa l will be for an
expecte d period of four years, and any therea fter for an expecte d
period of five years. Under no circum stances does a renewa ble
term contra ct convey the expect ation to, or posses sion of, a
tenure -track or tenured appoin tment.
B.

Distrib ution of Appoin tments Among Departm ents

The Person nel Commi ttee will mainta in a plan for fair
distrib ution of tenure track and renewa ble term appoin tments
across the campus . Long term guidel ines for assign ing
appoin tments to departm ents have been adopted as follow s:
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Departm ent Faculty Tenure Track Appoin tments
2
3
4
5
6

7
8

9
10
11
12

Renewa ble Term
Appoin tments

1

1

2
3
3
4
4
5
6
6

1
1

7
8

2
2
3
3
3

4
4
4

Each departm ent will be consid ered individ ually, and
positio ns will be assigne d accord ing to specia l needs. The
long-te rm guidel ines will be implem ented gradua lly as tenured
positio ns are vacate d through resign ations or retirem ents.

c.

Faculty Ranks

The ranks in the Colleg e faculty are listed below along
with the normal minimum qualif ication s for those newly employ ed
beginn ing with the 1989/9 0 academ ic year:
PROFESSOR: Earned doctor al degree or equiva lent termin al
degree , extens ive experie nce as a succes sful teache r, and
leaders hip in implem enting the Colleg e's missio ns, which
are: teachin g excelle nce, schola rly researc h, and servic e.
ASSOCIATE PROFESSOR: Earned doctor al degree or equiva lent
termin al degree and docume nted capaci ty for succes sful
teachin g as well as demon stration of profes sional
involve ment.
ASSISTANT PROFESSOR: Either an earned doctor al degree ,
approp riate termin al degree , or a master 's degree with
docume nted progre ss in gradua te study beyond the master 's
degree level and succes sful teachin g experie nce.
INSTRUCTOR: A master 's degree . Person s appoin ted at the
Instru ctor level must demon strate eligib ility for
appoin tment to Assist ant Profes sor by the end of their third
(3rd) year at Otterb ein Colleg e. If this eligib ility is not
demon strated , the fourth (4th) year contra ct will be
termin al.
DISTINGUISHED VISITIN G PROFESSOR: Upon the recomm endatio n of
the departm ent and the Person nel Commi ttee, the Presid ent may
appoin t to the rank of Disting uished Visitin g Profes sor
individ uals who excelle d in schola rly and/or perform ance
areas.
II. CONTRACT RENEWAL CRITERIA
The precis e terms and condit ions of each appoin tment are
stated in writing and are in the posses sion of both institu tion
and faculty member before the appoin tment is consum mated.
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The follo wing crite ria gove rn appo intm ents and reapp
ointm ents
to the facu lty:
A. Inst ituti onal Need s (mus t be a spec ial cons idera
tion for
all non- tenur ed and renew able term facu lty).
1.

Bala nce with in and among acade mic depa rtme nts.

2. Tota l numb er of facu lty in depa rtme nt rela tive
to
tota l stud ent and camp us load of the depa rtme
nt.
3. Abil ity to work in a vari ety of depa
ntal progr ams
as well as to work with othe r depa rtme nts as and rtme
if
such
need s
deve lop.
B.

Perfo rman ce Durin g Empl oyme nt

1. Qual ity of Teac hing: since teach ing is the high
est
conc ern and resp onsi bilit y of the Otte rbein facu
lty,
it
is
the
most impo rtant crite rion in eval uatin g facu lty. Effe
ctive ness in
teach ing shou ld invo lve chal leng ing and moti vatin g
stud
ents as
well as crea ting a sense of curi osity and enthu siasm
for
learn ing
in the class room and in appr opria te perfo rman ce area
s.
In
addi tion to thei r own class room acti vitie s, facu lty
invo lved in crea ting and shar ing teach ing impro veme shou ld be
nt effo rts.
Work ing with the Facu lty Deve lopm ent Advi sory Comm
ittee
(FDAC), the Perso nnel Comm ittee, and the Acad emic
Dean
,
a facu lty
member is expe cted to deve lop in the dean 's offic e
a
prof
essio nal
port folio that inclu des mult iple indic ators of teach
ing
qual
ity,
whet her that be in the class room or in the area of
perfo
rman
ce.
Thes e indic ators are to be colle cted annu ally so that
long itudi nal reco rd of perfo rman ce is inclu ded in the a
The follo wing meas ures shou ld be inclu ded in deve lopin port folio .
g a
_mul ti-so urce eval uatio n of class room perfo rman ce:
a. Annu al eval uatio n by the depa rtme nt chair perso n
using the Facu lty Eval uatio n Form whic h must be
subm itted to the
dean 's offic e by MAY 1. (Upon comp letio n, the chai
revie w the form with the facu lty member so that the rpers on must
perso n being
eval uate d may have the oppo rtuni ty for respo nse.)
b. Facu lty Annu al Repo rts to the dean whic h inclu de
a self- eval uatio n of teach ing.
c. stud ent eval uatio ns of a minim
of two diffe rent
cour ses in one acade mic year . Facu lty in perfoum
rman
ce area s are
enco urage d to subm it stud ent eval uatio ns of thei r work
well . This must be done by the use of a depa rtme ntall in them as
natio nally norm ed instr umen t appro ved by the dean (unty selec ted,
Colle ge comm unity agre es upon one or seve ral acce ptab il the
le
meas ures) . (The IDEA form is to be used as a form ative
eval uatio n tool ; howe ver, a depa rtme nt may elec t to
use it for
summ ative purp oses .)
d. Eval uatio n of class room teach ing and appr opria te
perfo rman ce area s by facu lty peer s at Otte rbein
may be inclu ded.
(Fac ulty memb ers are enco urage d to work with the
Facu lty Deve lopm ent Advi sory Comm ittee (FDAC) to
revie w annu ally
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the quality of their teachin g. One tool this Commi ttee uses to
assist faculty is the IDEA evalua tion form. The Colleg e views
this as primar ily a format ive tool, but it may be used in
summat ive evalua tion if the faculty member choose s to include it
in the portfo lio. Thus the faculty member can work with the FDAC
with confide nce that the discus sion and measur ements of teachin g
quality conduc ted with it will be used in a summat ive way only
if chosen by the faculty member .)
2.

Advisin g: Provid e assigne d advise es the follow ing:

a. Assista nce in develo ping career directi on and
long-ra nge academ ic plans through out the advise e's colleg e
program . The plan should be reviewe d with the advise e at each
Spring advise e-advi ser meetin g;
b. Assista nce in develo ping short-r ange or annual
course schedu les at the Spring meetin g;
inform ation.

c.

Assista nce in provid ing referr al counse lling
(Refer to SECTION SIX, I-E.)

3. campus Leader ship: Contri bute to the sense of
commu nity, work enthus iastica lly with its commi ttees, commu nicate
effect ively and remain open to new ideas. Demon strate
unders tanding of and partici pation in the format ion of
institu tional goals and in shaping the directi on of the Colleg e.
4. Profes sional Enrichm ent: Partic ipate and provid e
leader ship in profes sional societ ies, continu e profes sional
growth throug h worksh ops and journa l study, do researc h and
publis h.
5. Depart mental Contri bution s: Help a departm ent in a
variety of ways in respon se to partic ular needs and problem s.
~contr ibute academ ic and campus skills that comple ment those of
other departm ent member s.
6. Commu nity Leader ship. Presen t a positiv e image of
the Colleg e through leaders hip exercis ed in commun ity
organi zation s. Repres ent the Colleg e to alumni , friends and
consti tuents of the greate r Colleg e commu nity.
III.

PROMOTION

A.

Genera l Criter ia:

The decisio n to promot e or not to promot e will be made by
the Presid ent with the approv al of the Board of Truste es. The
Presid ent will base the decisio n on the recomm endatio ns of the
Person nel Commi ttee and the Vice Presid ent for Academ ic Affair s.
When applic able the Person nel Appeal s Hearin g Commi ttee will also
make a recomm endatio n to the Presid ent. Criter ia for promot ion
are listed in SECTION TWO. The promot ion file submit ted by the
applic ant will be availa ble to the Person nel Commi ttee and the
Presid ent.
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B.

Elig ibil ity:

Prom otion to the next rank will be dete rmin ed
by the
follo wing crit eria :
To Ass istan t Prof esso r:
Thre e year s as an Inst ruct or and
er an earn ed
doct oral degr ee or a mas ter's degr ee with eith
docu
ment ed prog ress
towa rd the doct orat e or appr opri ate term inal degr
succ essf ul teac hing in all educ atio nal sett ings ee. Docu ment ed
.
To Asso ciate Prof esso r:
Five year s as an Ass istan t Prof esso r with an earn
ed
doct oral degr ee (or appr opri ate term inal degr
ee),
dem
onst
rated
capa city for succ essf ul teac hing in all educ atio
nal
sett
ings
, and
an acti ve part icip ant in the prof essi on.
To Prof esso r:
Seve n year s as an Asso ciate Prof esso with an
earn ed
doct oral degr ee (or appr opri ate term inal degrr ee),
exte
nsiv
e,
docu ment ed succ essf ul teac hing in all educ atio
nal
sett
ings
, and
lead ersh ip in impl emen ting the Coll ege' s miss ions
i.e.
,
teac hing exce llen ce, scho larly rese arch , serv ice.
Ther efor e, appl icat ions are norm
made duri ng the 3rd,
5th and 7th year s of rank depe ndin g upon ally
whic
h
soug ht, unle ss prio r serv ice is such that earl rank is bein g
ier cons ider atio n
is mer ited .

c.

Proc edur es:

Autumn Term : Each facu lty member
be cons ider ed for
·pro moti on duri ng the year will be noti fied to
earl
Term by the Vice Pres iden t for Acad emic Affa irs.y in the Autumn
Win ter Term :
WEEK ONE: Docu men tatio n, upda ting
must be in the Offi ce of the Vice Pres iden t offorprom otion file ,
Acad emic Affa irs
by the end of the firs t week of Win ter Term .
WEEK SIX: The prom otion deci sion will be made
by the end
of the sixt h week of Win ter Term .
WEEK SEVEN: Writ ten noti fica tion will be made
by the end
of the seve nth week .
WEEK NINE: Requ est for reco nsid erat ion by the
Pers onne l
Com mitte e must be init iate d by the end of the
nint h week .
Spri ng Term :
WEEK FOUR: The Com mitte e will repo the resu
lts of the
reco nsid erat ion to the indi vidu al in writ ingrt befo
re
the
end of
the four th week of Spri ng Term .
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WEEKS FIVE AND SIX: The end of the sixth week is the
final date for the indivi dual to appea l to the Person nel Appea
ls
Hearin g Comm ittee.
WEEK NINE: The outcom e of the Person nel Appea ls Hearin g
comm ittee study will be convey ed to the Presid ent and the
indivi dual by the end of the ninth week. The Presid ent may ask
the Person nel Comm ittee to recon sider the case in light of the
repor t of the Person nel Appea ls Hearin g Comm ittee. The Presid
may act direc tly, and if the decisi on is again st the facult y ent
membe r, an appea l, as provid ed in Appen dix c, may be taken to the
Board of Truste es.
WEEK TEN: If invite d to do so by the Presid ent,
Person nel Comm ittee will review the case based upon the the
recom menda tions of the Person nel Appea ls Hearin g Comm ittee
the
end of the tenth week. If the decisi on remain s advers e to by
the
facult y membe r, the decisi on may be appea led furthe r to the Board
of Truste es. See Appen dix c.
D.

Conte nts of Promo tion File:

1. Detai led eviden ce indica ting the nature of evalu ation
within the depar tment /divis ion.
(Shoul d includ e Facul ty
Evalu ation Form and a letter from the chairp erson of the
depart ment person nel evalu ation comm ittee. Each depart ment
should appoi nt a person nel evalu ation comm ittee compo sed of a
minimum of three membe rs, includ ing the depart ment chairp erson
.
The major ity of the comm ittee must hold tenure in the Colleg e and
all tenure d depart ment facult y must be on the comm ittee.
Comm ittee must includ e at least one person at or above the The
rank
and facult y contra ctual (tenur e track or renew able term
appoin tment) status for which their collea gue is being review
If the depart ment does not includ e facult y who can meet these ed.
basic requir ement s for the compo sition of the evalu ation
~comm ittee, after consu ltatio n among the candi date, depart ment
chairp erson and dean, facult y from colla teral depart ments will be
asked to serve . The Comm ittee may solic it writte n comme nts
about
the candi date from all depart ment membe rs.)
2. stude nt evalu ations on forms recomm ended by the
Colleg e. Indiv idual forms instit uted by the facult y member may
also be includ ed.
3. outsid e review s in the form of critiq ues, review
letter s of intere st relate d to the candi date's discip line or s,
schol arly pursu its.
4. Docum entatio n of depar tment al/div ision contr ibutio
This might includ e comm ittee work, organ izing/ partic ipatin g inns.
confe rences , perfor ming speci al duties for the
depar tment /divis ion.
5. Peer review evalu ation mater ials if desire d by
candi date or chair.
6. Docum entatio n of commu nity servic e relate d to the
Colleg e or comm unity- at-larg e.
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E. Requ est for Reco nside ration and Appea l in Case of
Prom otion Denia l.
If an appli catio n for prom otion is denie d, the indiv idual
has the right to reque st recon sider ation by the Perso
nnel
Comm ittee.
1. A lette r reque sting recon sider ation must
subm itted
to the Perso nnel Comm ittee along with perti nent suppobe
rting
evide nce by the end of the ninth week of the Winte r Term
durin g
which the origi nal decis ion was made.
2. The Perso nnel Comm ittee will revie w the groun ds for
recon sider ation and set a time prior to the end of the
secon d
week of Sprin g Term when the indiv idual may meet with the
Comm ittee to discu ss the decis ion.
3. The Comm ittee will repor t the resul ts of the
recon sider ation to the indiv idual in writi ng befor e the
end of
the fourt h week of Sprin g Term.
4. If the appea l upon recon sider ation is rejec ted, the
indiv idual has the right to appea l to the Perso nnel Appe
als
Heari ng Comm ittee withi n two weeks of learn ing of the decis
ion.
After consu lting with the indiv idual and the Perso nnel Comm
ittee,
the Perso nnel Appe als Heari ng Comm ittee will rule only on
alleg
ed
viola tions of acade mic freedo m, preju dice, unlaw ful discr
imina
ion, or insuf ficie nt regar d for funda menta l stand ards of
fairn ess
inher ent in due proce ss.
5. The outco me of the Perso nnel Appe als Heari
Comm ittee study will be conve yed to the Presi dent and ng
the
indiv idual in writi ng by the end of the ninth week of Sprin
g
Term.
6. If invit ed to do so by the Presi dent, the Perso nnel
Comm ittee shall revie w the case based upon the recom mend
the Perso nnel Appe als Heari ng Comm ittee by the end of theations of
A decis ion adver se to the facul ty member may be appea led term.
furth er
to the Board of Trust ees. See Appen dix c.
7. The outco me of the revie w will be trans mitte d in
writi ng to the Presi dent, the indiv idual seeki ng prom
otion and
the Perso nnel Appe als Heari ng Comm ittee.
IV. TENURE
A.

Intro ducti on and Defin ition :

The decis ion to grant tenur e or not to grant tenur e will
be made by the Presi dent with the appro val of the Board
of
Trust ees. The Presi dent will base the decis ion on the recom
mendatio ns of the Perso nnel Comm ittee and the Vice Presi dent
for
Acade mic Affa irs. When appli cable the Perso nnel Appe als
Heari ng
Comm ittee will also make a recom mend ation to the Presi dent.
crite ria for tenur e are liste d in SECTION TWO. The tenur
subm itted by the appli cant will be avail able to the Persoe file
nnel
Comm ittee and the Presi dent.
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Tenure is defined as the right of the faculty member to
be offered succes sive contra cts for the renewa l of employ ment by
the Presid ent of the Colleg e until reachin g the age of retirem ent
establi shed by the Colleg e. This right is subjec t to the
condit ions listed in the section Termin ation of Servic e.
B.

Eligib ility:

Consid eration of tenure may occur no later than the sixth
year in a tenure track faculty positio n. Up to four years of
credit for full-ti me faculty servic e in accred ited institu tions
may be counte d toward tenure at Otterb ein Colleg e. This credit
for prior servic e either at anothe r institu tion or Otterb ein must
be negoti ated at the time of the first tenure track appoin tment
and will be so docume nted in the faculty membe r's perman ent file.

c.

Criter ia:

Facult y member s whose appoin tment to a tenure track
positio n begins after June 30, 1989:
1. Must hold the approp riate termin al degree in their
respec tive fields .
2. Should demon strate effecti veness in teachin g in all
educat ional setting s. Studen t evalua tions, using recomm ended
Colleg e forms, must be submit ted in additio n to other evalua tive
forms genera ted by the faculty member s. The "Teach ing" section
of the Facult y Evalua tion Form comple ted by the departm ent
chairp erson/ evalua tor will also be used to evalua te teachin g
perform ance.
3. Should demon strate schola rship as defined by researc h
public ation, grants , presen tations , perform ances, and other
schola rly pursui ts. The signifi cance of the work should be
~stated and outsid e review s of the work include d whenev er
possib le.
4. Should include docume ntation
individ ual departm ent and Colleg e. This
advisin g, commit tee work, repres entatio n
organi zation s, service to the commun ity,
activi ties.

of service to the
might include :
in profes sional
partici pation in studen t

5. Perform ance criter ia listed in SECTION TWO, will also
apply to tenure decisio ns.
D.

Proced ures

Autumn Term: Each faculty member to be consid ered for
tenure during the year will be notifie d early in the Autumn Term
by the Vice Presid ent for Academ ic Affair s.
Winter Term:
WEEK ONE: Docum entation , updatin g of tenure file, must
be in the office of the Vice Presid ent for Academ ic Affair s by
the end of the first week of the Winter Term.

9

WEEK SIX: The tenure decisi on will be made by the end of
the sixth week of Winte r Term.
WEEK SEVEN: Writte n notifi cation will be made by the end
of the seven th week.
WEEK NINE: Reque st for recon sidera tion of an adver se
tenure decisi on must be submi tted by the end of the ninth week.
Spring Term:
WEEK FOUR: The Comm ittee will repor t the resul ts of the
recon sidera tion to the indivi dual in writin g before the end
of
the fourth week of Spring Term.
WEEKS FIVE AND SIX: The end of the sixth week is the
final date for the indivi dual to appea l to the Person nel Appea
ls
Hearin g Comm ittee.
WEEK NINE: The outcom e of the Person nel Appea ls Hearin g
Comm ittee study will be convey ed to the Presid ent and the
indivi dual by the end of the ninth week. The right of furthe r
appea l to the Board of Truste es is discus sed in Artic le XVII of
the By-Law s. See Appen dix c.
E.

Conte nts of Tenur e File:

1. Detai led eviden ce indica ting the nature of evalu ation
within the depar tment /divis ion.
(Shoul d includ e Facul ty
Evalu ation Form and a letter from the chairp erson of the
depart ment person nel evalu ation comm ittee. Each depart ment
should appoi nt a person nel evalu ation comm ittee compo sed of a
minimum of three membe rs, includ ing the depart ment chairp erson
.
The major ity of the comm ittee must hold tenure in the Colleg e and
all tenure d depart ment facult y must be on the comm ittee. The
·comm ittee must includ e at least one person at or above the
rank
and facult y contra ctual (tenur e track or renew able term
appoin tment) status for which their collea gue is being review ed.
If the depart ment does not includ e facult y who can meet
basic requir ement s for the compo sition of the evalu ation these
comm ittee, after consu ltatio n among the candi date, depart ment
chairp erson and dean, facult y from colla teral depart ments will be
asked to serve . The Comm ittee may solic it writte n comme nts about
the candi date from all depart ment membe rs.)
2. stude nt evalu ations on forms recomm ended by the
Colleg e. Indiv idual forms instit uted by the facult y member may
also be includ ed.
3. outsid e review s in the form of critiq ues, review
letter s of intere st relate d to the candi date's discip line or s,
schol arly pursu its.
4. Docum entatio n of depar tment al/div ision contri bution
This might includ e comm ittee work, organ izing/ partic ipatin g in s.
confe rences , perfor ming speci al duties for the depart ment/
divisi on.
5. Peer review evalu ation mater ials if desire d by
candi date or chair.
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6. Documenta tion of community service related to the
College or communit y-at-large .
F.

Responsi bilities and Rights:

1. Faculty members having the rights and privilege s of
tenure shall have the continuing professio nal responsib ility to
keep informed in their field and to render efficient service to
the College.
2. Teaching faculty members may be offered and may
accept an assignmen t to administr ative duties and position
without interrupti ng or impairing their tenure status, but tenure
shall apply only to rank and service while a full-time faculty
member. The administr ative assignmen t, however, is subject to
change at any time by action of the President .
3. Faculty members shall receive annual contracts until
they retire or resign. Additiona lly, other condition s are
subject to VI. TERMINATION OF SERVICE.
G.

Appeal of Tenure Denial.

The same time table and procedure s used for promotion
appeal (see SECTION TWO, III., E.) will be followed for all
tenure appeals, except that decisions of the Personnel Appeals
Hearing Committee are not returned to the Personnel Committee for
further considera tion. A faculty member can appeal further to
the Board of Trustees in accordanc e with the provision s of
Article XVII of the By-Laws. See Appendix c.
V.

RENEWABLE TERM APPOINTMENTS

A.

Introduct ion and Definition :

The decision to renew or not renew a Renewable Term
Appointme nt will be made by the President with the approval of
the Board of Trustees. The President will base the decision on
the recommend ations of the Personnel Committee and the Vice
President for Academic Affairs. When applicable the Personnel
Appeals Hearing Committee will also make a recommend ation to the
President . Criteria for renewal are listed in SECTION TWO.
The
renewable term appointme nt file submitted by the applicant will
be available to the Personnel Committee and the Vice President
for Academic Affairs.
Section.
B.

Renewable Term Appointme nts are defined on page 1 of this
Criteria:

1.
Annual evaluation of performan ce will be conducted
by the departmen t chairperso ns and the Vice President for
Academic Affairs. Toward the end of the renewal period
examinatio n will be made of the faculty member's performan ce and
the institutio nal needs with regard to the renewable term faculty
appointme nt.
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2. The criteria used in review for renewal of a term
appointm ent will be those used in the evaluati on for contrac t
renewal (see SECTION TWO).
3. Position s which include teaching as well as other
duties may be adminis trative staff position s or renewab le term
faculty appointm ents upon the recomme ndation of the Presiden t as
advised by the Personn el Committ ee.
4. Faculty on renewab le term appointm ents may choose to
apply for tenure track position s should they become availab le.
5. Faculty on tenure track appointm ents may not move
from a tenure track appointm ent to a renewab le term appointm ent.
C.

Procedu res:

Autumn Term: Each faculty to be consider ed for a
renewab le term appointm ent during the year will be notified early
in the Autumn Term by the Vice Presiden t for Academi c Affairs.
Winter Term:
March 1: Docume ntation, updating of professi onal
dossier , must be in the Office of the Vice Preside nt for Academic
Affairs .
Spring Term:
WEEK TWO: The decision on renewal and notifica tion will
be made by the end of the second week of the Spring Term.
WEEK FOUR: Request for reconsid eration by the Personn el
Committ ee must be made by the end of the fourth week of the
Spring Term. The Committ ee will report the results of the
~recons ideratio n to the individu al by the end of the fifth week.
WEEK SIX: The candida te has until the end of the sixth
week to submit an appeal to the Personn el Appeals Hearing
Committ ee.
WEEK EIGHT: The outcome of the Personn el Appeals Hearing
Committ ee will be conveyed to the Presiden t and the individu al by
the end of the eighth week. The Preside nt may ask the Personn el
Committ ee to reconsid er the case in light of the report of the
Personn el Appeals Hearing Committ ee. The Preside nt may act
directly , and if the decision is against the faculty member, an
appeal, as provided in Appendix c, may be taken to the Board of
Trustee s.
WEEK NINE: If invited to do so by the Preside nt, the
Personn el Committ ee will review the case based upon the recomme ndations of the Personn el Appeals Hearing Committ ee by the end of
the ninth week. If the decision remains adverse to the faculty
member, the decision may be appealed further to the Board of
Trustee s. See Appendix c.
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D.

Contents of Renewable Term Appointment File:

1. Detailed evidence indicating the nature of evaluation
within the department/d ivision.
(Should include Faculty
Evaluation Form and a letter from the chairperson of the
department evaluation committee. Each department should appoint
a personnel evaluation committee composed of a minimum of three
members, including the department chairperson. The majority of
the committee must hold tenure in the College and all tenured
department faculty must be on the committee. The committee must
include at least one person at or above the rank and faculty
contractual (tenure track or renewable term appointment) status
for which their colleague is being reviewed. If the department
does not include faculty who can meet these basic requirements
for the composition evaluation committee, after consultation
among the candidate, department chairperson and dean, faculty
from collateral departments will be asked to serve. The Committee
may solicit written comments about the candidate from all
department members.)
2. student evaluations on forms recommended by the
College. Individual forms instituted by the faculty member may
also be included.
3. Outside reviews in the form of critiques, reviews,
letters of interest related to the candidate's discipline or
scholarly pursuits.
4. Documentatio n of departmental /division contribution s.
This might include committee work, organizing/p articipating in
conferences, performing special duties for the department/
division.
5. Peer review evaluation materials if desired by
candidate or chair.
6. Documentatio n of community service related to the
College or community-a t-large.
VI. TERMINATION OF SERVICE

A.

By Retirement.

Normal retirement age for faculty is herein defined as
the last of the fiscal year in which age 65 is attained. such
faculty may retire at normal retirement age but will retire no
later than the last day of the fiscal year in which they attain
age 70. The employee may continue in the fringe benefit
retirement plan beyond normal retirement age.
B.

Resignation.

A faculty member who does not expect to return to teach
at Otterbein College for the next academic year will be expected
to report such decision to the Vice President of Academic
Affairs. It will be assumed that anyone who has not returned a
signed contract fifteen days after it is issued wishes to
discontinue employment with the College at the end of the current
contract year.
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C.

Non-Renew al.

Prior to the awarding of tenure, the College has the
right to renew or not renew a contract as long as failure to
renew is neither based on discrimin ation nor violates academic
freedom. Non-reapp ointment may be based on either the
individua l's qualifica tions or institutio nal needs. In case of
non-reapp ointment of non-tenure d or renewable term faculty, the
College is not required to prove decisions of judgment or
qualifica tions or institutio nal needs. The College shall provide
a written statement giving reasons for non-reapp ointment of
non-tenur ed or renewable term faculty members after the faculty
member has consulted with the Vice President for Academic Affairs
and submitted a request in writing for such a statement .
Notice of non-reapp ointment will be given at least three
months in advance of the terminatio n of a contract during the
first year of service; at least six months in advance of the
terminatio n of a contract during the second year of service; and
at least twelve months in advance of the terminatio n of an
appointme nt after two or more years at the College.
If these standards of notice are not followed, or if the
faculty member considers academic freedom to have been violated,
the individua l shall have the right of appeal. Appeals to the
Personnel Appeals Hearing Committee may also allege prejudice ,
unlawful discrimin ation, or insufficie nt regard for fundament al
standards of fairness inherent in due process.
In the case of
an appeal based on a presumed violation of academic freedom, or
procedure s of notice, the burden of proof is on the faculty
member.
D.

Dismissal .

1. A tenured faculty member's services may be terminated
~only for adequate cause:
a. Incompete nce, gross neglect, or harassmen t in the
performan ce of duties.
b. Violation of the responsib ilities associated with
academic freedom as stated in SECTION ONE.
c. Convictio n of a felony. The circumsta nces, such
as violation of law for reasons of conscienc e or social concern,
will be reviewed.
2. A non-tenure d or renewable term faculty person may
not be dismissed in the middle of a contract except for cause as
defined above and in such cases the burden of proof rests with
the administr ation.
3. Reasons for terminatio n of any faculty person
unrelated to a faculty member's actions include financial
exigency of the College and/ or abolition of a program in which
the individua l is engaged:
a. Faculty members who are dismissed because the
institutio n has terminate d departmen ts/program s shall receive
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notifica tion one year in advance of the action; i.e. a termina l
contrac t.
b. Faculty members who are dismisse d because the
institut ion has termina ted departm ents/pro grams shall be awarded
severanc e pay as determin ed by the College 's financia l exigency
policy, the latter to be negotiat ed yet between the faculty and
adminis tration.
4. Dismiss al of a faculty member will not be arbitrar y,
and due investig ation will be made. Consult ation with the Vice
Preside nt for Academi c Affairs , the Division and Departm ent
Chairpe rson involved and the Personn el Committ ee will precede the
Preside nt's recomme ndation to the Board of Trustees or its
Executiv e Committ ee. The faculty member will have the right of
appeal through procedu res outlined in Section IV. It is
understo od that in cases of dismiss al for cause the burden of
proof rests with the adminis tration. If the Personn el committe e
should disagree with the report of the Preside nt, it shall report
to the Board of Trustees or its Executiv e Committ ee.
VII. APPEALS PROCEDURES:
A.

GENERAL PROVISIONS.

Grounds for Request for Reconsi deration Before the
Personn el Committ ee.
The grounds for reconsid eration include:
1.

Violatio n of notifica tion procedu res.

2.

Imprope r dismiss al of non-tenu red or renewab le term
faculty member.

3.

Imprope r dismiss al or nonrenew al of tenured faculty
member.

4.

Violatio n of academic freedom.

Those faculty members who have a right to request for
reconsid eration of termina tion of service as outlined in Section
VI. above must utilize the followin g procedu res of appeal:
B.

Filing a Request for Reconsi deration .

The faculty member will notify the Personn el Committ ee
in writing that there is new informa tion to be introduc ed which
pertain s to the origina l decision . Based on the request and
descrip tion of the general informa tion a hearing will schedule d
for an informa l meeting with !lQ transcr ipt recorded .
The Committ ee Secretar y will record the recomme ndations
of the Committ ee and communi cate them to the faculty member and
the Preside nt of the College .
c.

Appealin g to the Personn el Appeals Hearing Committ ee.

The faculty member who disagree s with the
recomme ndations of the Personn el Committ ee may appeal the
recomme ndations to the Personn el Appeals Hearing Committ ee.
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1. The request must be in writing and specify all
grounds for appeal. As stated in Article XVII of the By-Laws,
the possible grounds are as follows:
"The Personnel Appeals Hearing Committee shall hear
grievance s related to academic freedom, or adverse decisions
related to retention , tenure, promotion , or leaves when it is
alleged by the aggrieved person making the appeal that decisions
resulted from prejudice , forms of discrimin ation prohibite d by
state or federal law, or insufficie nt regard for fundament al
standards of fairness inherent in due process."
2. In terminatio n cases, the faculty member shall
receive a statement of reasons for terminatio n prepared jointly
by the President of the College and the Personnel Committee and
be given the right to appear before the Personnel Appeals Hearing
Committee . Other types of cases shall be handled similarly , with
the party making the adverse decision supplying a statement of
reasons.
3. The faculty member raising the appeal will be
notified in writing of the time and place of the hearing.
4. The faculty member will submit a written request to
appear before the Committee and answer in writing the reasons
given by the President and the Personnel Committee for the
terminatio n of service, or to answer the reasons supplied by
adverse parties in other types of actions.
D.

Procedure for Hearing an Appeal.

The Personnel Appeals Hearing Committee will proceed by
considerin g the statement of reasons for adverse action (see VI.
D. 2) and the faculty member's response (see VII. c. 4).
1. If any facts are in dispute, the testimony of
witnesses and other evidence concernin g the matter set forth in
the statement of reasons for adverse action shall be considere d.
If the faculty member has not requested to appear before the
Committee , the Committee shall consider the case on the basis of
the obtainabl e informatio n and reach a decision.
2. The Committee shall determine the order of proof,
shall conduct the questionin g of witnesses , and if necessary ,
secure the presentat ion of evidence important to the case.
3. The hearings of the Personnel Appeals Hearing
Committee will be private, but the faculty member shall have the
option of assistanc e by a designated faculty or administr ative
represent ative.
4. The Committee shall aid, when needed, in securing
the attendanc e of witnesses . The faculty member or designate d
represent ative shall have the right to question all witnesses who
testify orally. The faculty member shall have the opportuni ty to
be confronte d by or know the identity of all adverse witnesses .
When necessary , statement s may be taken outside the hearing and
presented to it.
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5. The hearings before the Personnel Appeals Committee
will be recorded and retained. All parties may have access to
this informatio n.
6. The Committee will proceed to a decision within
seven days.
It shall make explicit findings with respect to each
of the reasons for adverse action presented . The President of
the College and the faculty member shall be notified of the
decision in writing and be given a copy of the record of the
Committee findings including a numerical tally of the votes.
7. Any release to the public shall be made only through
the Office of the President of the College.
(NOTE: The makeup of the Personnel Appeals Hearing
Committee is outlined in Article XVII of the Governanc e Document
of the College known as the By-Laws. A member of the Personnel
Appeals Hearing Committee who has been directly involved in
action appealed to the Committee shall be disqualif ied as a
member of the Personnel Appeals Hearing Committee on such an
appeal.)
E.

Appeals to the Board of Trustees in cases other than
those dealing with promotion s or leaves are governed by
Article XVII of the By-Laws as follows:.

The President of the College shall transmit to the Board
of Trustees or its Executive committee a full report of the
Personnel Appeals Hearing Committee . If the Board chooses to
review the case, its review shall be based on the record of the
previous hearing, and if necessary , further arguments by the
principal s or their represent atives. If a decision to overrule
the Personnel Appeals Hearing Committee is made, a special
Committee appointed by the Board or its Executive Committee must
hear the entire case upon the request of the faculty member.
Appeals to the Board of Trustees in cases related to
promotion s or leaves, are governed by the following provision s of
Article XVII:
At the faculty member's request the President shall
transmit to the Board of Trustees or its Executive Committee
full report of the Personnel Appeals Hearing Committee and a
report of the Personnel Committee or its Subcommi ttee on
Sabbatica l Leaves. If the Board chooses to review the case,
review shall be based on the record of the previous hearings
if necessary , further arguments by the principal s or their
represent atives.
VIII.

the
full
its
and,

EMPLOYMENT RELATIONSHIPS

A.

Employmen t of Members of the Same Family.

More than one member of an immediate family (father,
mother, son, daughter, husband, wife) may be hired to work at the
College if no superviso ry relationsh ip exists between the two
family members.
B.

Outside Activitie s.
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Unless otherwise specified, members of the faculty are
full-time employees of the College. The status of a professional
permits them to establish their own hours within reasonable
bounds and to meet their professional commitments in the manner
that they deem most appropriate. For faculty members this means
that the number of office hours is not specified nor the number
of hours to be spent on campus since it is expected that faculty
members will spend sufficient time on campus to meet all
teaching, advising, research, committee, and department commitments.
outside activities or employment affect the ability of
faculty members to devote full-time to their college duties.
Those outside activities which relate closely to the faculty
member's area of competence can serve as a laboratory experience
and further professional capability. Certain types of work or
activities also constitute community service and are to be
encouraged in that regard.
Faculty members who may become heavily involved in
contractuall y arranged outside activities while under full-time
contract to the College are expected to consult with the
Department Chairperson and the Vice President for Academic
Affairs prior to involvement. The faculty member should submit a
letter for approval by the Vice President for Academic Affairs
outlining the nature of the work to be accomplished and the
estimated degree of interference with College duties if the
involvement is to be over an extended period of time. All
part-time faculty teaching agreements are included in this
category.

c.

Faculty Contracts.

All full-time faculty appointments at Otterbein are by
annual contract. These are from September 1 to June 15. Annual
~contracts will be issued within three weeks after approval of the
fiscal year budget by the Board of Trustees but no later than May
18. The Treasurer will mail salary checks so that they will
arrive on or before the twenty-fifth (25th) day of the month or
the individual may elect to have direct deposit. summer
contracts are separate and do not include fringe benefits.
D.

Salary.

Salary increases are granted for meritorious service to
the institution, not automatically on the basis of published
schedules or average increment. Salary is paid in twelve monthly
payments. The Treasurer makes deductions from salary for such
items as Federal Income Tax, Social Security Tax and retirement
programs of the College.
Normally faculty members do not receive extra compensation by the College for evening and weekend teaching, workshops
and interterm programs on or off campus. The Vice President for
Academic Affairs and Department Chairpersons will determine work
loads. Extra compensation may be made for work outside
established work loads by agreement of the College and the
individual.
5/22/91

LIBRARIANS
Librarian ship is an important professio n in its own right.
Therefore , librarian s are recognize d as valuabli academic
colleague s who share in achieving the education al mission of
Otterbein College. Recogniti on of this role is provided in
the status, salary and benefits accorded to librarian s.
This means the following :
1.
Librarian s will receive the same annual salary
increment s and benefits as members of the full-time faculty;
2.
Librarian s will be evaluated on professio nal
standards defined below in more detail;
3.
The Director of the Library will report to the
Vice President for Academic Affairs;
4.
Librarian s will be considere d similar to
administr ators who hold faculty rank and teach on occasions .
The policies and procedure s guiding their employmen t will be
included as an appendix in the faculty and administr ative
manuals and are elaborate d upon below.
LIBRARIANS WITH FACULTY STATUS ON ADMINISTRATIVE APPOINTMENT
1.
Each librarian will be assigned general
responsi bilities within his/her particula r area of
competenc e. Under the guidance of the Director of the
Library, the individua l will have latitude in meeting the
responsi bilities.
2.
Librarian s will be eligible for membershi p in the
Senate and governanc e committee s of the College. In
addition, the Director of the Library will assign each
librarian to membershi p in one of the academic divisions .
3.
Librarian s will be issued an annual contract
similar to those received by other administr ators.
4.
As administr ators with faculty status librarian s
will be evaluated for promotion in rank on criteria defined
below. A peer review system will be the primary basis for
promotion of librarian s.
5.
Librarian s may apply for administr ative leaves
under the condition s for such leaves described in the
Administ rative Manual.
6.
Librarian s may apply for research funds under the
same terms as other faculty members.
7.
As with all faculty, academic freedom is a
protected right of librarian s.
8.
The Director of the Library will be invited to
participa te in meetings of the departmen t chairpers ons.

2

9.
Librar ians will be invited to advise studen ts on
their academ ic program s.
APPOINTMENT AND PROMOTION OF LIBRARIANS
1.
Appoin tments. Librar ians are non-ten ured and
appoin ted annual ly to an twelve month contra ct.
2.
Facult y ranks. Librar ians are selecte d after a
rigorou s recruit ment proces s design ed to create a compet ent,
effect ive librar y staff. Newly employ ed librari ans are
appoin ted to the rank consis tent with the follow ing
qual_if ication s:
Profes sor:
Must posses s a Master 's Degree in Librar y
Scienc e (termin al profes sional degree) and a second
Master 's degree (or Ph.D.) in a subjec t field.
Must
have a minimu m of twelve years of profes sional library
experi ence.
Associ ate Profes sor:
Must posses s a Master 's Degree in
Library Scienc e (termin al profes sional degree) and
either posses s or show docume nted progre ss toward a
second master 's degree (or higher ). Must have at
least six years of profes sional library experi ence.
Assist ant Profes sor:
Must posses s a Master 's Degree in
Library Scienc e (termin al profes sional degree ). Must
have a minimu m of three years of profes sional library
experi ence.
Instru ctor:
Must posses s a Master 's Degree in Librar y
Scienc e (termi nal profes sional degree ).

3.
Contra ct Renewa l. The reappo intmen t of librari ans
will be determ ined by institu tional need and job
perform ance.
Since librari ans are genera lly not assigne d
specif ic teachin g respon sibilit ies which provid e an
import ant source for the evalua tion of their work, the
primar y perform ance criteri a shall be the quality of
profes sional servic e as measur ed by the follow ing:
a.
Qualit y of Servic e - includ ing perform ance in
their area of expert ise (i.e. Refere nce, Catalo ging,
Period icals, etc.), bibliog raphic instruc tion, liaison work,
online search ing, and collec tion develop ment.
1)
Annual evalua tion by the Direct or of the
Librar y using the Librar ian Evalua tion Form which must be
submit ted to the dean's office by the end of Winter Quarte r.
(Upon comple tion, the Direct or of the Library must review
the form with the librari an so that the person being
evalua ted may have the opport unity for respon se.) NOTE: A
library evalua tion form will need to be create d.
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2)
Annual Self-Evaluation Reports to the
dean which include an evaluation of service.
3)
Student evaluations of a minimurr. of two
different bibliographic instruction courses in one academic
year.
In addition, evaluations of the librarian's work
performance by student employees may be included.
4)
Evaluation of appropriate performance
areas by library peers at Otterbein may be included.
b.
Service to the Library.
Contribute to
meeting needs and resolving problems which occur in the
library. Provide suggestions for enhancing library
services.
c.
Professional Growth and Development.
Participate and provide leadership in professional
societies, continue professional growth through workshops
and journal study. While research is important and
librarians should be encouraged to publish, they should not
be penalized if they do not. However, it is extremely
important for every librarian to be a part of professional
societies and continue to learn by attending workshops,
conferences.
d.
Campus Involvement. Contribute to the sense
of community, work enthusiastically with its committees,
communicate effectively and remain open to new ideas.
Demonstrate understanding of and participation in the
formation of institutional goals and in shaping the
direction of the College.
e.
Community Involvement.
Present a positive
image of the College through leadership exercised in
community organizations. Represent the College to alumni,
friends and constituents of the greater College community.
4•
Promotion. Sustained superior performance of
duties as a professional librarian is recognized through a
system of both promotion and increased remuneration for
services.
Eligibility for promotion shall be based on the
following criteria:

To Assistant Professor:
Individual shall possess a
Master's degree in Library Science. Individual shall have
served a minimum of three years as instructor at Otterbein
College.
Fitness for promotion shall be based on consistent
quality professional service and evidenced from annual
performance evaluations and documentation of elements as
described above.
To Associate Professor:
Individual shall possess a
Master's degree in Library Science and either possess or
show documented progress toward a second Master's degree (or
higher) in a subject field.
Individual shall have served a
minimum of five years as an Assistant Professor at Otterbein

4

Colleg e and, as descri bed above , have a record of consi stent
quali ty profe ssion al servic e as eviden ced from annua l
perfor mance evalu ations .
To Profe ssor.
Indiv idual shall posse ss a Maste r's
degre e in Libra ry Scienc e and a second Maste r's degree (or
highe r) in a subje ct field.
Indivi dual shall have served a
minimu m of seven years in the rank of Assoc iate Profe ssor at
Otterb ein Colle ge. Indiv iduals :cons idered for promo tion to
the rank of Profe ssor must exhib it a record of super ior
profe ssion al contr ibutio ns while at Otterb ein Colleg e as
eviden ced by a series of consi stentl y super ior annua l
perfor mance evalu ations . The indivi dual must also have a
docum ented record of servic e to the Colleg e commu nity and
profe ssion al involv ement .
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Association shall appoint one graduate of the college to the
Administrative Council for a term of 1 year, subject to the tenure limits
given in these Bylaws. No elected member shall serve for more than
four consecutive years.
702

B. The Administrative Council shall establish a regular meeting day,
and the President shall serve as its chairman. In his absence succession
to the chairmanship shall devolve upon the Vice President for Academic
Affairs, and in his absence, upon the present faculty member with the
longest term of service at Otterbein College.

703

C .. The President shaii annuaily appoint a Secretary whose duty it
shall be to record the minutes and circulate them to all members of the
College Senate.

704

D. Special meetings of the Administrative Council shall be called upon
the request of two members of the Administrative Council to the
Chairman.

705

E. The first item of business at each meeting of the Administrative
Council shall be the adoption of the agenda which shall comprise items
brought to the council by any of its members.

706

Section 2. The Administrative Council shall have the following
functions:

707

A. to advise the President and the Senate concerning the general
development of the college and to provide general leadership on campus
in matters of concern to the college;

708

B. to advise the President and the Board of Trustees concerning the
college budget and to set up a committee for this purpose composed of
the President, the Vice President for Academic Affairs, the Vice
President for Business Affairs, the Vice President for Development, the
Treasurer, two facuity members, and two students;

709

C. to serve as a forum to hear any matter concerning college
problems which any members of the administration, faculty, or student
body may wish to petition to have brought before the Administrative
Council for consideration;

710

D. to serve as the nominating committee for standing committees, its
nominations to be subject to approval by the Senate which shall have
opportunity to add nominations by petition in accordance with Senate
resolutions;

711

E. to resolve questions of proper committee jurisdiction;
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College Senate, the chairman of each department shall summon the
students majoring in that department to a meeting with the teaching
faculty of that department. The prime order of business shall be the
election of student Senators and of student departmental representatives
to the divisions and departments by the students present, the elected
representatives to be equal in number to the number of the faculty
members. These elected student representatives shall attend
departmental meetings during the subsequent academic year, which shall
be held at least once each term. While departmental decisions may be
reached by consultation and consensus, it shall always be in order at a
departmental meeting for any of the departmental faculty and student
representatives to offer a motion relative to departmental decisions and
to vote thereon when such a motion is seconded and otherwise made
eligible for a vote according to parliamentary procedure. Departmental
student representatives shall be entitled to attend division meetings as
voting members.
506

Section 7. By the end of Spring Quarter the Library Director will
appoint one librarian to each academic division. The librarians will
serve one-year terms as voting members and liaisons with the Library.
The librarians are eligible for election to committees within the
divisions; however, only one librarian may serve on any committee at a
time.

Article VI. Nominations and Elections to Committees
600

It shall be a responsibility of the College Senate to establish the specific
election procedures for electing members to the College Senate and its
standing committees. Any recommended changes and the specific
election schedule for the next academic year should be concluded no
later than the May Senate meeting.

601

The Administrative Council shall make recommendations for such
changes. The current procedures shall be printed in the Campus Life
·
Handbook.

Article VII. The Administrative Council
700

Section 1. The Administrative Council shall be organized as follows:

701

A. The members of the Administrative Council shall be the President
and the Vice Presidents of the college, six faculty members, and six
students. The faculty and student members shall be nominated and
elected in accordance with the provisions of Article IV, Section 5, and
Article VI. The Chairman of the Board of Trustees shall appoint one
Trustee to the Administrative Council for a term of 1 year, subject to the
tenure limits given in these Bylaws. The President of the Alumni

8
412

Section 10. The following procedures shall govern the treatment of
absences of committee members other than those named by the Alumni
Association, the Trustees, or those on approved leaves or off-campus
programs:

413

A. After an elected member misses two meetings, the committee
chairman shall notify the member that a third absence may result in
removal from the committee.

414

B. After an elected member misses three meetings in an academic
year, the committee chairman shall notify the member that consideration
of his removal and replacement is being proposed to tlie Administrative
Council, and the member shall be informed of the time and place of the
next Administrative Council meeting occurring no sooner than five class
days following the time of the notice. At that meeting, or at a
subsequent meeting, the Administrative Council shall decide whether the
member shall be removed and replaced .

. Article V. Organization of Divisions and Departments
500

Section 1. The chairmen of the divisions with terms beginning the
September 1st following their election shall be elected biennially in April
by the members of the respective divisions. All full-time faculty
members shall be eligible to serve as Division Chairmen.

501

Section 2. The election shall be by ballot. The names of three members
of the division shall be placed in nomination from the floor for the office
of Division Chairman in each election. A plurality of votes shall decide
which nominee shall be division chairman (a tie vote being resolved by a
run-off ballot).

502

Section 3. The Divisions of the Arts and Social Sciences shall elect
chairmen in even-numbered years; the Divisions of Professional Studies,
· Science and Mathematics, and Humanities shall elect their chairmen in
odd-numbered years.

503

Section 4. The Division Chairmen shall convene the divisions for the
purpose of discussing division matters and other subjects submitted for
consideration by the administration or by voting members of the
division.

504

Section 5. Any proposal for the reorganization or realignment of the
divisional structure may originate with the College Senate, or with the
Trustees, and then be taken to the Administrative Council for
adjustment.

505

Section 6. In accordance with the election schedule adopted by the

7
accordance with parliamentary practice, all committees shall report
annually to the College Senate on their activities and shall present special
reports when such are requested by it.
409

Section 7. The President shall determine which persons shall occupy
committee posts in cases where the occupant is described by
administrative or staff function rather than by specific title. The
President shall be an ex-officio member of all standing committees and
councils, except the Judicial Council and the Appeals Council. He may
appoint another person to serve as his representative in his absence.

410

Section 8. The Administrative Council shall appoint persons to fill
vacancies for unexpired terms on co:m..mittees and councils described in
these Bylaws until the succeeding July 1. Vacancies for the remaining
portion of the committee and council unexpired terms extending b~yond
June 30 of a given academic year shall be filled by the spring Sen~te
elections following the nominating and voting procedures as prescribed
in Article IV, Section 5, and Article VI. · The Division Chairman in
every division shall appoint student or faculty replacements for vacancies
on the Curriculum Committee. The period of time in which a person
serves as a replacement for a vacancy shall not be counted in
determining whether he is eligible for continuing service (in that position
which is limited as to duration of service) unless the period of
replacement exceeds one year. Senate, committee, or council vacancies
shall exist whenever a person is removed, resigns from the governance
position, changes his college status qualifying him for his position, or
undertakes a leave or off-campus program without the expectation or
eventuality of returning the following academic term. Committee or
council positions temporarily vacated, presumably for a temi or less,
may be filled by the Administrative Council at its discretion, but the
Administrative Council shall fill temporary vacancies in the Judicial
Council, Academic Council, Traffic Council, and Appeals Council no
later than necessary to deal with arising cases. Regular or temporary
vacancies in departmental seats of student Senators may be filied by the
respective department meetings. Regular vacancies in at-large Senate
se.::lts sh::lll he tilled hy sele~ting from the at-large election list the next

eligible Senator to serve, ties being resolved by the Administrative
Council. A member of the Senate, committee, or council, replaced
under the condition of a temporary vacancy, shall resume office upon
return to campus by appearing at a meeting of the body embracing the
office and claiming his seat.
411

Section 9. Students and others may attend meetings of the College
Senate in the area designated as the gallery, except that the College
Senate may bar the presence of visitors by adoption of a motion which
substantiates the reasons for declaring that the College Senate shall sit in
executive session.

6

403

Section 4. The agenda for each regular College Senate meeting shall be
in the members' mailboxes forty-eight hours (excluding Saturdays,
Sundays and holidays) in advance of the meeting. The agenda shall
contain such items as the campus committees or members of the College
Senate shall request the Secretary to include. For any subject_ requiring
a vote, the proponents shall prepare a detailed report for distribution
with the agenda, such reports to include proposed resolutions and
substantiating statements. The College Senate shall have the right to_
waive the forty-eight hour rule by majority vote of the members present
and voting.

404

Section 5. Except for the Administrative Councii, Curricuium

Committee, and Personnel Committee, nominations of administrative
personnel, faculty and students for councils and standing committee
membership shall be made by the Administrative Council. Additional
nominations may be offered by petition in accordance with Senate
resolutions. Nominations for the Administrative Council and Personnel
Committee must be by petition only, unless an insufficient number of
candidates petition to fill the vacancies. In that case, the Administrative
Council shall nominate additional candidates sufficient to provide at least
one candidate per open position. There shall be no circulation,
publication, or offering for publication, of the list of those nominated by
the Administrative Council until the list of all cai.,didates is distributed to
Senate members. The list shall indicate which candidates have been
nominated by the Administrative Council.
405

A. The Secretary shall prepare ballots showing the names of the
nominees, and no distinction shall be made on the ballot between those
nominated by the Administrative Council and those nominated by
petition.

406

B. For standing committee and council positions, each Senate member
may vote for as many of the nominees as there are numbers of positions
to fill on each committee. The nominees shall be ranked according to
the number of votes received, and the highest ranked shaii be declared
elected relative to the number of vacancies on the respective committees. ·

407

C. In cases of ties, precedence in determining those elected shall be
determined by Senate resolution. In each case where there is no contest
by reason of the number of nominees equaling the number to be elected,
the presiding officer shall declare tbe nominees elected without it being
necessary to cast votes and count the same.

408

Section 6. All standing committees shall submit written reports of their
actions to the Secretary of the College Senate and the members of the
College Senate, eight days prior to each scheduled Senate meeting.
These reports will be included in the Senate agenda packets. In

5
307

G. to approve the original provisions and the amendments of charters
for campus organizations;

308

H. to superintend the annual review of the social regulations of the
college;

309

I. to make recommendations for consideration by the appropriate
administrative officers, or the Board of Trustees, concerning other
matters relating to the Welfare of the college.
Article IV. Organization of the College Senate

400

Section 1. The presiding officer of the College Senate shall be the
President of the College or in the President's absence the Vice President
for Academic Affairs and then successively the Vice President for
Student Affairs, the Vice President for Business Affairs, the Vice
President for Development, and the Vice President for Admissions and
Financial Aid. If a special meeting of the Senate is requested by a
petition of ten or more voting members of the College Senate under the
provisions of section 3, and if none of the appropriate presiding officers
under this section are able to convene the requested meeting, the
petitioners may select one of themselves to convene the meeting. If a
quorum is present, the Senate shall immediately act to select one of its
own members to preside over the business brought before the Senate.
Senators who have a scheduled class during the Senate meeting time may
request, prior to the first Senate meeting of the quarter, an excused
absence for that quarter only and thus not be counted in the number
required for quorum.

401

Section 2. There shall be a trained Secretary of the College Senate, not
necessarily a member, appointed by the President of the College. The
Secretary shall be responsible for preparing agenda of meetings and
communicating such agenda and proposals to the College Senate
members in advance of meetings. The Secretary shall supervise the
taking of minutes and shall codify College Senate actions. He shall keep
the records in such a manner that they can be readily inspected by
members of the college community. · The Secretary shall assist those
preparing resolutions in determining how such resolutions would be
affected by previous actions recorded in the College Senate code.

402

Section 3. Regular meetings of the College Senate shall be held on the
fourth and eighth Wednesdays of each term during the academic.year.
Special meetings of the College Senate may be held during the academic
year at the call of the presiding officer or upon the request of ten voting
members of the College Senate transmitted in writing to the presiding
officer as designated in this Article, Section 1.

4
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D. The Chairman of the Board of Trustees shall appoint three
Trustees to the College Senate for terms of 1 year, subject to the tenure
limits given in these Bylaws.

205

E. The President of the Alumni Association shall appoint three
graduates of the college to the College Senate for terms of 1 year,
subject to the tenure limits given in these Bylaws.

206

F. Membership in the College Senate shall extend from July 1 to June
30. Elections to the Senate and to committees and councils of the Senate
shall be held during the spring term.

207

Section 2. At any time immediately before or during a Senate year, a
senator may resign her/his senate office for any reason for the remainder
of the Senate year by submitting a written statement to that effect to the
Senate president.

Article III. Functions of the College Senate

300

Section 1. The College Senate shall act as a legislative body in such
affairs as are delegated to it by the Board of Trustees. These shall
include, but not be limited to, the following:

301

A. to assist in establishing the educational aims and purposes of the
college;

302

B. to establish, subject to the approval of the Board of Trustees,
academic standards and policy for the admission, retention, and
graduation of students;

303

C. to establish, subject to the approval of the Board of Trustees, the
curriculum necessary to achieve the educational aims of the college, as
well as to review periodically that curriculum;

304

D. to establish, subject to the approval of the Board of Trustees,
policies and regulations affecting student welfare such as housing, food,
health, dress, gener<1-l behavior, the Campus Center and bookstore;

305

E. · to establish, subject to the approval of the Board of Trustees,
policies affecting social activities on campus such as traditional events,
cultural events, exhibitions and all-campus events;

306

F. to establish, subject to the approval of the Board of Trustees,
policies affecting all forms of student financial assistance administered
by the Financial Aid Officer;

3
administrators, administrative officers, alumni, faculty, students, and
Trustees as follows:
201

A. Faculty members who at the beginning of a given' te_rfti are under a
full-time teaching contract are members for that term. For purposes of
these Bylaws, a full:-time teaching contract is one which obliges the
faculty member to assume a full teaching load in keeping with accepted
departmental practice for a period of not less than an academic term, or
in lieu thereof, to undertake sabbatical duties with a view to continuing
full-time teaching. Full-time librarians with faculty status shall be
faculty members of Senate. The list of those meeting these qualifications
shall be certified by the Vice President for Academic Affairs at the
beginning of the spring term. A supplemental list shall be certified at
the beginning of the fall and winter terms as needed.

202

B. Students enrolled at Otterbein College are eligible to serve in the
College Senate and its committees. The student representation shall
consist of one student representative elected by the majors in each
department, and an additional number to balance the number of faculty
Senators certified by the Vice President for Academic Affairs at the
beginning of the autumn term. Upon taking office, student trustees shall
also become members of College Senate for the duration of the term as
. trustee.· The three student trustee positions shall be counted toward the
total number of student senators. The balance of student senators shall
be elected at-large from candidates who have indicated their interest in
writing, at an election in the autumn term before the first meeting of
Senate. The candidacy forms shall be provided by the Senate Secretary.
Each student shall cast a ballot for a maximum of fifteen candidates,
and the candidates shall be ranked according to the number of votes
received, and in cases of ties, according to tie-breaking rules established
by the Senate, until the number of vacancies shall be filled. If the
required number of students is not elected, those positions on the
College Senate shall remain unfilled. The nominating procedures and
other details conriected with at-large student elections shall be governed
by resolution of the College Senate.

203

C. The administrative members of the College Senate shall consist of
a number of administrators which is not fewer than thirty percent of the
number of faculty members and not more than forty percent of the
number of faculty members. The number of faculty members used to
determine the number of student senator positions in a given school year
shall also be the number used to determine the number of administrative
senator positions for that same school year. The administrative members
shall include the President of the College and each Vice President. All
additional administrative members shall be designated by the President
after consultation with the Vice Presidents.

2

President can return to the Senate or to the committees for
reconsideration bills or actions which he deems to be not in the best
interests of the college. A bill or action so returned would go to the
-committee of origin and would be accompanied by a written statement
from the President of the reasons why he is requesting reconsideration.
If the rationale offered by the President is not accepted by the committee
or by the Senate and the bill or action passes a second time, the
President would have the alternatives of either permitting it to pass on to
the Trustees for their consideration or vetoing it. In the latter case, he
would send a report of his action and the reasons for it to the Executive
Committee of the Board of Trustees, which would review the action at
its next regularly scheduled meeting. The Executive Committee could
then either uphold or overturn the veto.
107

Section 8. The Secretary of the College Senate shall transmit its
minutes, resolutions, and matters requiring attention to the Board of
Trustees.

108

Section 9. The agenda of the College Senate shall be made available to
campus publications at least forty-eight hours prior to Senate meetings.
Copies of the minutes of the Senate and the Administrative Council shall
be placed in the library, and the minutes of the College Senate and of
college committees shail be open to members of the college community.
The minutes of the College Senate shall be made available for
publication in the college newspaper.

109

Section 10. Administrative personnel who are members of Senate,
faculty members of Senate, and all students are eligible for committee
membership. The Board of Trustees and Alumni Association shall
designate members of those respective groups to the College Senate,
Administrative Council, Curriculum Committee and Personnel
. Committee as specified in Article II, VII, X, and XI. . Unless otherwise
specified, membership on committees and councils_will be from July 1 to
June 30.

110

Section 11. Unless otherwise indicated in these Bylaws, the procedures
of Robert's Rules will be followed. A quorum for the Senate and its
committees and councils is forty percent of the respective memberships,
fractions being disregarded.

111

Section 12. All recommendations from committees to the College
Senate shall be accompanied by written reasons for the
recommendations.

Article II. Membership of the College Senate
200

Section 1. The College Senate shall be composed of representatives of

1
Article I. Purpose of Bylaws and General Provisions
100

Section 1. These Bylaws, with the approval of the Board of Trustees,
establish the organization of the college and define the governing
relationship of the administrators, the faculty, the students, the alumni
and the trustees. The Board of Trustees is legally the final authority of
the college.

101

Section 2 .. These Bylaws may be revised by a vote of Lie voting
members of the College Senate. Such revisions shall be subject to the
approval of the Board of Trustees or its Executive Committee.

102

Section 3. Proposed revisions of the Bylaws shall be submitted by a
member or members of the College Senate in writing in advance of the
first College Senate meeting at which the revisions are introduced: The
vote on the revisions shall be taken at the meeting following that in
which the revisions are introduced, or at a subsequent meeting.
Revisions must be considered at meetings in which a majority of the
members of the College Senate are present. A 2/3 vote of those present
and voting is required for passage.

103

Section 4. In the event that the Board of Trustees, or the Executive
Committee of the Board, on its own initiative, proposes to revise the Bylaws, or fails to concur with the recommendations of revision, the
Board, or the Executive Committee of the Board, on its own initiative,
shall confer with the Administrative Council prior to taking final action.

104

Section 5. To the extent that the organization of committees and
councils in these Bylaws parallels the organization of Trustee
committees, the President shall seek to arrange for joint consultative
sessions of the parallel committees during the annual meeting of the
Board of Trustees, and at other times when the respective committees
shall request such consultation. Prime consideration shall be given to
arranging for meetings of the Administrative Council, the Personnel
Committee, and the Curriculum Committee with their appropriate
counterparts on the Board of Trustees. In addition, the Administrative
Council shall select from its Subcommittee on Budget one of its student
members and one of its teaching faculty members to sit with the Budget
Control Committee of the Board of Trustees; and the Administrative
Council shall select another of its student members and another of its
teaching faculty members to sit with the Executive Committee of the
Board of Trustees.

105

Section 6. The democratic principle of participation in the creation of
college policy is affirmed.

106

Section 7. Acting under the legal authority of the Board of Trustees, the
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program once begun without satisfactory
completion or release, the appropriate Vic
e
President may take such disciplinary acti
on as may be appropriate.
It is the policy of Otterbein College to
assist those who wis h to seek treatment
for
chemical dependency. The College has
contracted with Parkside Lodge of Col
umb
us to
provide educational services to bot h stud
ents and employees; information regardin
g these
programs is distributed regularly through
out the year.
Employees who are eligible for the Col
lege 's Health Care Pla n may utilize thei
r coverage
for qualifying counseling, treatment, and
/or rehabilitation programs (see Hea lth
Care Plan
Booklet). Employees may utilize accrued
sick leave or apply for an unpaid medical
leave
of absence to participate in such program
s.
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DRUG FREE WORKPLACE POLICY
The following policy is created to comply with the Drug-Free Schools and Communities
Act Amendments of 1989 (Public Law 101-226), which requires the College to sign a
certification in order to receive any Federal funds. The College must show that is has
adopted and implemented a program to prevent the illicit use of drugs and the abuse of
alcohol by students and employees.
At a minimum, the College's compliance Program must include the annual distribution of
five descriptive statements prescribed by PL 102-226 to each student and employee.
There is no distinction between full-time and part-time, permanent or temporary.
The use, possession, sale or distribution of alcohol, illegal drugs or improper or abusive
use of legally prescribed drugs, or other intoxicating substance by employees while
working or while on College premises is prohibited.
For the purpose of this policy, illegal drugs include narcotics, hallucinogens, depressants,
stimulants, other substances (e.g., LSD, PCP, Cocaine, Marijuana, etc.) which can affect
or hamper the senses, emotions, reflexes, judgment or other physical or mental activities,
and controlled medication not prescribed for personal treatment by a licensed physician
to address a specific physical, emotional or mental condition. For the purpose of this
policy, medication or prescribed drugs are drugs an individual is taking under the
direction of a licensed physician to address a specific physical, emotional, or mental
condition.
Subject to the limitations in this paragraph, drug or alcohol testing may be required for
any individual employee in any position, for cause, as directed by the appropriate Vice
President or his/her designee. An employee may be required to undergo such testing
immediately with the appropriate Vice President or his/her designee if it is determined
there are objective indications of behavior, demeanor, speech, appearance, breath, or job
performance which create reasonable suspicion that the employee has been impaired by
drugs or alcohol while in the scope of his/her employment at Otterbein College; when an
employee is involved in a work-related accident, causing injury to a person or damage to
property, for which drug or alcohol impairment may reasonably have been a contributing
factor.

An employee who refuses to sign a consent form to allow testing with test results to be
presented to the appropriate Vice President or who fails to cooperate fully and in a timely
manner with the requirement to undergo drug or alcohol testing, shall be considered
insubordinate and subject to disciplinary action. An employee who tests positively for
drugs or alcohol shail be given reasonable opportunity to challenge or explain the results.
If the results are confirmed and no medical justification exists, the employee will be
given reasonable opportunity to participate in a program of counseling and/or treatment,
such program to be at the employee's expense. When an employee who tests positively
declines to participate in counseling and/or treatment programs, or withdraws from a
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APPENDIX G

DRUG-FREE WORKPLACE POLICY

A ppcn d"IX A

OTTERBEIN COLLEGE
SEXUAL HARASSMENT INCIDENT REPORT FORM
Otterbein College is committed to seek the prompt, confidential and fair resolution of all sexual
harassment
complaints in a manner consistent with the College's Se;,..llal Harassment Policy. The infonnati
on provided on this
fonn will assist in the investigation of a sexllal harassment complaint. Please feel free to attach
as many additional
sheets of information as you believe necessary. Any member of the campus community may assist
you in
completing this form. If you prefer, the College's Sexual Harassment Investigation Officer or
members of the
Affinnative Action Committee will assist you in completing this fonn. In this form the person
alleging harassment
will be called the "Complainant", and the person against whom the complaint is made will be
called the
"Respondent". If you do not complete this form, you must still contact the College's Sexual
Harassm ent
Investigation Officer to file a sexual harassment complaint.

A.

Reporting Person

Name
.c••-C•

Department
Name of Complainant if other than above

B.

Respondent

Name

..

Department
C.

Statement of e,·ents pro,ided by Complainant or Reportin g Person
Please provide a detailed statement of the events of harassment, including dates, places, and names
of
-..itnesses. Please attach additional sheets if you need more space.
-

'

Signature of Reporting Person

Date

Signature of Complainant
(signatures not required)

Date

Instructions:

Complet e form and submit to the Sexual Harassm ent Imestiga tion Officer.
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B.

XIII.

-l.

Union non-exempt staff may appeal through the grievance procedure outlined
in the union contract.

5.

Students may appeal through the Appeals Council.

After all internal administrative appeals have been exhausted., either party may file a
written appeal to the President of the College within five (5) working days after receiving
notification regarding their appeal. The President will respond to the appeUant within (5)
working days after receiving the written appeal.

Education and PreYention

.
The establishmen t of a campus environment as free as possible of sexual harassment can be best
their
of
aware
are
persons
that
ensure
to
designed
efforts
edue3tional
preventive
and
achieved thr(?ugh on-going
rights, that persons clearly understand prohibited conduct, and that persons are aware of the proper way to address
complaints. These educational programs will be coord;""ted by the Office of Human Resources and the
Affirmative Action Committee.

A.

The College will conduct training sessions for all faculty, staff and students regarding
this policy and regarding prevention of sexual harassment The intent of this training is to
produce an institution that is free of harassm.ent and that provides the opportunity for everyone to
reach full potential in the performance of his or her assigned job or eduC3tional pursuits.

B.

A copy of this policy will be provided to every employee upcm employment and will be contained
in the appropriate faculty, staff and student manuals. Copies of this policy will also be
published and disseminated to the College community on a regular basis ..

Appendix A - Sexual Harassment Incident Form
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➔.

The entire hearing shall be recorded on equipment supplied by the College.

5.

The decision of the Committee \,ill be determined by secret ballot and majority vole and
reported in writing \\itrun five (5) working days of the conclusion of deliberations.
There arc no abstentions. The burden of proof that must be met in order to issue a guilty
verdict is a "preponderan ce of evidence".

6.

The Se:'1.-ual Harassment Investigation Officer ,,ill be present at the hearing, but \lrill
not be present when the decision of the Grievance Committee is being made.

7.

If the Committee has voted that sexual harassment has occurred, the appropriate
Vice President will be notified of the decision in ·writing by the Chair '1-ithin five
(5) working days. Copies of the decision shall also be given to both parties, to the
President of the College, and to t,he Sexual Harassment Investigation Officer. The Vice
President shal~ initiate the appropriate College procedure for any sanctions that "ill be
imposed. See appropriate sections of the Campus Life Handbook, Faculty Manual,
Administrati ve Staff Manual, Personnel Policies and Procedures Manual for NonExempt Staff and Union contract.

8.

If the Committee has voted that sex-ual harassment has not occurred, the Chair notifies
the persons involved, the appropriate Vice President, the President and the Se:'1.-ual
Harassment Investigation Officer. Further proceedings are terminated. Copies of
the decision shall be given to both paJties, the President and the Sexual P..arassment
Investigation Officer.

9.

The individual bringing the charges may petition to terminate or \\-ithd.raw from the
proceedings at any stage by so notifying the Se:\.-ual Harassment Investigation Officer.
Foilov.-ing an evaluation of such a petition, the Officer will determine '1-ithin frve (5)
continue.
working days whether or not the proceedings

,..,.ill

10.

XL

The time elapsed during the entire grievance procedure from receipt of the formal
written complaint to the final disposition of the matter, shal1 normally not exceed si.'l.iy
(60) caJendar days.

Sanctions

When it has been determined that sexual harassment has occurred, appropriate steps ,,.,ill be taken to
ensure the harassment is stopped immediately. Based on the severity of the offense, sanctions may be imposed that
range from a verbal reprimand up to, and including dismissal, from the College, and with prior notice to the
respondent, a record of such sanctions will become a permanent part of the respondent's personnel records. The
complainant will be informed of the corrective measures taken.

XU

Appeals
A.

Either party may appeal the GrieYance Committee's decision or any sanctions imposed
to the appropriate appellate body \vi thin five (5) working days after recei,~ng notification of the
Committee's decision or the disciplinary sanction.
1.

Faculty may appeal to the Personnel Appeals Hearing Committee.

2.

Administrati ve Staff may file a grievance in accordance \\1th the provisions of the
Ad.ministrat.ive Manual's grievance procedure.

3.

Non-exempt staff may file a grievance in accordance \\ith the provisions of the
Personnel Policies and Procedures lvfanual for Non-Exempt Staff.
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VIl1.

C.

Multiple reports of sexual harassmen t brought against any College employee by one or more
person~ shall warrant College action, regardless of whether such reports are formally filed
pursuant to the College's Sexual Harassmen t Policy; and

D.

Reasonable action may include, but not necessarily be limited to, informal meetings with the
responden t to discuss the allegations, discussions with the respondent's manager
or supervisor, full investigatio n of the allegations and issuance of findings pursuant to the
College's Sex-ual H.arassm_e?t Policy and appropriat e sanctions where warranted.

Procedures for Filing a Serual Harassment Grievance

These procedures are designed to allow for sufficient flextbility in order to deal with the possible wide
to resolve
range of incidents which fall under the term, sexual harassmen t While reasonable efforts will be made
where
occasions
be
may
there
t,
harassmen
sexual
of
seriousness
the
grievances in an expeditiou s manner, due to
grievance
the
through
n
investigatio
thorough
a
conducting
expediency may need to play a subservien t role to
to engage in
process. Most grie-vances should be resolved through infonn"l discussion. Individuals are encouraged
or other
discussions
such
If
problem.
the
resolve
to
direct discussion \.\-ith faculty, staff, or students in an attempt
sexual
student
Student-to.
procedures
formal
the
informal attempts at resolution f.ail.. the individual may follow
harassmen t complaints will be addressed through Judicial Council.
A.

Faculty, ad.ministrators, staff and students who receive formal or informal sexual harassment
complaints are to immediate ly notify the Sexual Harassmen t Investigation Officer or members of
the Affirmativ e Action Committee. .Any individual who feels he/she has been se:,,.-ually harassed
should be encourage d to discuss the incidents(s ) with the Sex-ua.I Harassmen t Investigation
Officer or members of the Affirmative Action Committee who are available to pro,ide support
and counsel. This discussion should assist in determinin g the validity of the charge and the
scope of the problem.

B.

C.

D.

E.

If there seems to be a basis for such a charge, the complainan t should ,vrite out a complete

complaint of the incident(s) in as much detail as possible on a Sex-ua.I Harassmen t Incident
Report Fonn (Appendix A) and submit it to the College's Sexual Harassmen t Investigation
Officer. Any faculty or staff person may assist the complainan t in preparing the initial
complaint. The Se:-.-ua.I Harassmen t Incident Report Form shall ordinarily be submitted to the
Se:-.-ual Harassmen t Investigati on Officer within (3) weeks of the incident(s). Students filing
complaints against other students should submit the complaint to the VP for Student Affairs.
The Sexual Harassmen t Investigati on Officer shall res.,iew the information to determine if there
is a case. If the Officer determines that there is a case, with full knowledge of the complainan t,
the Officer will contact the respondent and request a written report of the alleged incident.
The responden t's report must be received within five (5) working days. A copy of the
complaina nt's report will be given to the respondent .
The Se:-.-ual Harassmen t Investigation Officer \\-ill meet separately ,,ith the individuals in an
· effort to clarify and understand the ·written description s of the alleged event and determine
if there is a reasonable basis for referring the complaint to the Grievance Committee.
Following a re,,iew of both reports, the Sexual Harassmen t Investigation Officer may:

I.

Determine that the information available does not constitute reasonable grounds
for a case of se:-.-ua.I harassment:

3

2
-1.

Inappropriate remarks about se:-.-ua.I activity, experience or orien\_ation; and/or

5,

. Display of inappropriate sexually oriented_ ma_t~rials in a location where others
can see it;

when such conduct, comments, actions or materials unreasonably interfere with a person's
working, living or academic environment.

IV.

Jurisdiction and Responsibilities

All faculty, staff, students and guests are subject to and responsible for complying with Otterbein College's
Sexual Harassment Policy. The Affirmative Action Committee and the Office of Human Resources are responsible
for the administration of this policy and the associated procedures. The President, vice presidents, department
ch.airs, administrative officials and supervisors shall be responsible for assuring compliance with this policy.

V.

Retaliation, Confidentiality and False Allegations

Reprisals against any indhidual covered by this policy for reporting sexual harassment are prohibited by
College policy, as well as by state and federal law. The College '>"ill make every reasonable effort to conduct all
proceedings in a manner which v.ill protect the confidentiality of all parties. Of primary concern is the protection
of human rights, especially personal safety, dignity, and self-respect. Every reasonable attempt v,ill be made to
protect any victim from funher harassment or injury. It is a violation of this policy for anyone to knov.ingly make
false accusations of se:...1.1.al harassment. Failure to prove a claim of se:n.1.al harassment is not necessarily equivalent
to a false allegation. Sanctions may be imposed for making false accusations of sexual harassment.

VI.

Conse~sual Sexual Relationships

The College recognizes the possibility of consenting relationships between faculty or administrators and
students, or benveen supenisors and employees. While ackno\vledging the possibility, the faculty and
administrators are cautioned about the potential ramifications. Given the respect and trust accorded a professor or
administrator by a student, as well as the power exercised by the professor or administrator in giving praise, blame,
grades, recommendations, etc., the student's freedom of choice and clarity in decision making may be diminished.
The same is true for all superior/subordinate relationships on campus be they between administrators and faculty or
staff, faculty and staff, staff and students, or faculty and students. Any College emplpyee who enters into a
consenting sexu.a! relationc:hip ,vith a student or subordinate where a professional power differential exists must
realize that, if a charge of se:--1.1.al harassment is subsequently lodged, the fundamentally asymmetrical nature of the
relationship \\ill make it exceedingly difficult to prove mutual con.sent, and may expose the College to legal
liability.

VIl.

Semal Harassment lnYestigation Officer

_The Director of Human Resources ,.-ill serve as the College's Sex-ual Harassment Investigation Officer.
The Sexual Harassment Investigation Officer is responsible for ensuring that all complaints alleging sexual
harassment are documented and investigated. The Sexual Harassment Investigation Officer is also responsible for
maintaining the records of all such reports. Individuals who feel that they have been sexually harassed are strongly
encouraged to contact the Se:,.1.1.al Harassment Investigation Officer to deal \Yith their concern informally, or
formally file a sexual harassment grievance. Charges of se:'1.1.1.al harassment brought against the Se:-.1.1.al Harassment
Investigation Officer shall be submitted to the Chair of the Affirmative Action Committee.
A.

If a grievance is formally filed. the grievance procedures outlined in section VIII will be
followed.

B.

If the complainant does not prefer to file a formal grievance, the Sexual Harassment
Investigation Officer shall determine whether College action is warranted in response to
complaints of sexual harassment received by means other than a fonnal sexual harassment
complaint. The determination shall be made on a case by case basis considering the totality
of the circumstances.
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Sexua l Haras smen t Policy for Otter bein College
Introd uction
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Examples of Sexual Harassment
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Faculty Council for review and comment. The Faculty Council may also
initiate its own proposals on personnel policy and these shall be referred
to the Personnel Committee for review and comment. Referral of a
proposal to the Faculty Council by the Personnel Committee or to the
Personnel Committee by the Faculty Council does not preclude
transmitting that proposal to the President or to the Board of Trustees
through the President in the event comment is not timely received. The
Faculty Council shall have an opportunity to report the division of the
Council's vote on all proposals to the President or to the Board through
the President. In so doing, the Council may make use of categorical
voting referred to in Section 1. The Faculty Council may by resolution
extend the voting on such proposals by distributing a mail ballot to those
persons not in attendance at the meeting in which a vote is taken.
1908

B. The Faculty Council shall instruct the Executive Committee
concerning its authority to speak on behalf of the faculty between
meetings of the Faculty Council.

1909

Section 8. Transitional procedures. With its consent, the Faculty Forum
Executive Committee shall serve as the Executive Committee of the
Faculty Council until such a time as the Faculty Council shall provide. If
the Executive Committee of the Faculty Forum does not consent to the
Faculty Council's _becoming the successor to the Forum, the
Administrative Council shall provide for the initial convening of the
Faculty Council which shall then provide for the initial elections to the
Executive Committee. The Faculty Council shall by resolution provide a
method for staggering the terms of the Executive Committee and for
determining whether members of the Faculty Forum Executive
of
.
Co11lffiittee may continue to serve on the first Executive Con1.111Jttee
the Council.

Amended by the Otterbein College Board of Trustees May 13, 2000.
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members, full- and parHime library staff, Learning Resource Center and
Study Skills staff, may participate in Council discussions and may have
their votes recorded by categorical groups in taking positions on policy
statements being considered for transmission to the Board of Trustees or
other parties.
1901

Section 2. There shall be monthly meetings of the Faculty Council,
called by the Executive Committee or its chair. Additionally, meetings
shall be called upon petition of ten members of the Faculty Council.

1902

Section 3. The quorum, and rules of order, shall generally follow the
principles applicable to the College Senate.

1903

Section 4. There shall be an Executive Committee of the Faculty
Council consisting of the three Faculty Trustees, the Vice President for
Academic Affairs, and five other persons from the full-time teaching
staff, serving for staggered two-year terms. The Executive Committee
Chair and Secretary shall serve as officers of the Facuity Council.

1904

Section 5. Persons shall be elected to the Executive Committee annually
by the full-time membership, two weeks after the time set for the run-off
election of Faculty Trustees. Those voting shall be permitted to cast as
many votes as there are positions to fill, and a plurality is sufficient to
elect. Ties shall be resolved by lot. The committee in charge of the
election of Faculty Trustees shall also supervise the nomination and
election process for the Executive Committee. Persons wishing to run
for the Executive Committee may nominate themselves by filing a
declaration with this committee. In the absence of a sufficient number of
persons having filed to fill the vacancies, the Executive Committee may
nominate candidates who consent to serve.

1905

Section 6. The members of the Executive Committee shall annually
select a Chair and a Secretary from among themselves at the first
meeting subsequent to elections to the Executive Committee. The new
members of the Executive Committee shall assume office at the first
meeting of the Executive Committee following the election, but no later
than July 1 following the election.

1906

Section 7. Functions of the Faculty Council:

1907

A. The Faculty Council shall serve as a deliberative body of the
faculty to consider communications from various segments of the college
community and from outside agencies, but any matters requiring
legislative action by the College Senate or other governance bodies shall
be appropriately referred. The Faculty Council may adopt resolutions
expressing the views of the faculty and transmit them to the President or
to the Board of Trustees through the President. Proposals of the
Personnel Committee relating to personnel policy shall be referred to the
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Vice President for Student Affairs, five faculty members to be elected to
three-year terms on rotating cycles - one member from each Division of
the College with one member of the committee serving as a liaison with
the Curriculum Committee, and two student members elected to a oneyear term. The Vice Presidents for Admission and Financial Aid,
Institutional Advancement, and Business Affairs will serve in advisory
capacities. Once constituted, the committee shall elect a·record ing
secretary and a chairper son from the faculty membership.
1801

Section 2. Functions:

1802

A. To coordinate and facilitate undergraduate and graduate assessment
efforts at the individual, department, and institutional levels throughout
the College. Some specific functions of the Committee will include:

1803

1.

2.

3.
4.

To serve in a consulting and advising capacity for
departmental program review assessment plans.
To disseminate information to campus _members on a
regular basis about ongoing assessment activities that are enhancing student achievement and/ or institutional
effectiveness.
To plan and announce in-service workshops on topics
related to assessment initiatives, practices, and techniques.
To oversee a campus assessment resource center, with a
long-term goal of the establishment of a larger, niore
comprehensive "Teaching and Learning Center. "

1804

B. To identify general learning outcomes congruent with the college
mission statement and departmental/program missions to serve as a
baseline for assessment efforts.

1805

C. To develop a comprehensive institutional plan for assessment that
acknowledges the holistic and. interdependent nature of students '
academic achievement to include all college programs, both curricul ar
·
and non-curricular.

1806

D. To develop and administer a structured feedback process to ensure
that the effectiveness of assessment initiatives is evaluated on a regular
basis and the findings are used to improve the educational program .
Article XVIX. Faculty Council

1900

Section I. There shall be a Faculty Council having the following
membership: the full-time teaching staff, the librarians with faculty
status, administrators with faculty status, the principal officer of the
Learning Resource Center, and the full-time professional Study Skills
staff with teaching duties. The foregoing shall be known as the full-time
membership. In addition to these persons, all part-time teaching staff
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and policies.
1712

A. The following graduate curricular changes require the approval of
the Division, the Graduate Committee, and the College Senate:

of

1. The addition or deletion a graduate major.
2. The addition of a course to the graduate curriculum.
3. The designation of a specialized area of graduate study so
students meet national credentialing requirements.
4. The addition of a minor area of graduate study.
5. Any graduate course offered more than two times which is not in
the regular offerings of courses or has not received College
Senate approval.
1713

B. The following graduate curricular changes require the approval of
the Division, the Graduate Committee, the College Curriculum
Committee and the College Senate:
1. The addition or deletion of a graduate degree.
2. Th~ addition or deletion of courses that are serving a dual
function for both graduate and undergraduate students.
3. The initiation and consideration of major changes in the college
academic calendar pattern.

1714

C. The following graduate curricular changes require the approval of
the Division and Graduate Committee:
Any change in the requirements for a graduate major.
Any change in the requirements for a graduate minor.
The deletion of a graduate minor.
The deletion of a course from the graduate curriculum.
Any change of graduate curricular information (including course
title or course content description) contained in the official
graduate course catalog.
6. Any change in the specification of prerequisites for a graduate
course.
7. Any change in the level of a graduate course.

1.
2.
3.
4.
5.

1715

D. If any proposal which normally requires only Graduate Committee
approval is deemed by the Graduate Committee to be substantial and
significant, then that proposal must obtain the approval of the College
Senate as well. One condition under which such a referral would be
made to the College Senate would occur when the proposal directly
alters or affects graduate majors.

Article XVIII. Assessment Committee
1800 Section 1. Membership: The Vice President for Academic Affairs, the
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1. Establish and review goals for the graduate curriculum and
report such goals to the College Senate.
2. Consider all changes, additions or deletions in graduate
offerings; graduate programs; graduate curricular policies;
graduate college requirements; and specifications for
graduate majors, minors, and concentrations, and where
appropriate, framing of such changes for approval by the
College Senate.
3. Establish and supervise periodic curricular graduate program
review by departments and the college.
4. Consider all changes, additions, or deletions in the description
of the college's graduate curriculum as it appears in the
various college bulletins.
5. Consider all matters pertaining to the improvement of the
graduate curriculum.
1703

B. To monitor all policies and procedures relating to graduate
programs.

1704

C. To review current resources and make recommendations for future
needs of the graduate programs.

1705

D. The committee shall appoint subcommittees with responsibilities
for areas related to the graduate programs and shall review their reports
and recommendations. These subcommittees shall include but are not
limited to the Administrative Subcommittee.

1706 Section 3. Administrative Subcommittee membership: One faculty from
.
each department with a graduate program and one representative from
the Office of Graduate Programs, Administrative Computing, Admission
Business Office, Continuing Studies, Library, and Registrar.
Membership may be expanded as needed.

4 fO I

1707 Section 4. Functions:
1708

A. To establish and monitor all college administrative policies and
procedures that impact the graduate programs (i.e., recruitment and
admission; registration and payment of fees; record keeping; access
to computer and library resources; retention; graduation; and
graduate capstone requirements.

1709

B. To elect a member with faculty status as chairperson of the Subcommittee at the beginning of the academic year.

1710

C. To report to the Graduate Committee each quarter on issues
addressed and actions taken by the Subcommittee.

1711 Section 5. Graduate Committee Statement on curriculum organization
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1604

Section 5. As qualified by Section 6, the President shall transmit to the
Board of Trustees or its Executive Committee a full report of the
Personnel Appeals Hearing Committee. If the Board chooses to hear the
case, its review shall be based on the record of the previous hearing, and ·
if necessary, further arguments by the principals or their representatives.
If a decision to overrule the Personnel Appeals Hearing Committee is
made, a special conunittee appointed by t.lie Board or its Executive
Committee must hear the entire case upon the request of the faculty
member.

1605

Secti9n 6. Appeals proc~dures in cases of negative promotion decision
or a denial of a sabbatical leave may be addressed to the Personnel
Appeals Hearing Committee, except that after a decision has been
reached the Appeals Committee shall submit· the report to the President.
The President may present the recommendation of the Personnel Appeals
Hearing Committee to the Personnel Committee, or in the case of appeal
relating to a sabbatical, to its Subcommittee on Sabbatical Leaves, with a
recommendation for reconsideration. If the Personnel Committee, or its
Subcommittee on Sabbatical Leaves, alters its previous finding in a way
which removes the conflict with the faculty member, no further action is
required. If the conflict is not resolved, then at the faculty member's
request the President shall transmit to the Board of Trustees. or its
Executive Committee the full report of the Personnel Appeals Hearing
Committee and a full report of the Personnel Committee or its
Subcommittee on Sabbatical Leaves. If the Board chooses to review the
case, its review shall be based on the record of the previous hearings
and, if necessary, further arguments by the principals or their
representatives.

Article XVII. Graduate Committee
1700 Section 1. Membership: (A) The Vice President of Academic Affairs.
as chair or designee; (B) the Program Coordinator of Graduate Studies
from each department with a graduate program; (C) one faculty member,
teaching at the graduate level, elected for a two-year term, from each
department with a graduate program; (D) two faculty elected for twoyear terms by the Senate from departments not offering graduate
programs; (E) liaison member from the College Curriculum Committee;
and (F) one graduate student from each department with a graduate
program. Faculty members of the Committee shall possess a doctorate
or other appropriate terminal degree.
1701

Section 2. Functions:

1702

A. To review all matters pertaining to graduate curriculum and to the
support of the graduate curriculum. The Committee's responsibilities
shall include, but not be limited to:

25
. facilitating the introduction of proposals for Bylaws and other rule
changes;
1507

F. to help clarify functional procedures of committees by working
with chairmen and by submitting a list of guidelines to·each chairman
which should be followed in keeping records, in communicating minutes
or other information to the Senate and library records, and in submitting
proposals to Senate;

1508

G. to appoint a Campus Elections Subcommittee of sufficient number
to communicate election issues, to encourage campus involvement, and
to oversee all the spring elections as outlined in the Campus Life
Handbook. Appointments should be completed by late spring and
should include the Coordinator for Student Activities and at least one
member of the Administrative Council.
Article XVI. Personn el Appeals Hearing Comn1ittee

1600 Section 1. Membership: five tenured faculty members, nominated in
accordance with the provisions of Article IV, Section 5, and Article VI,
but these provisions shall include the requirement of initial nomination
by petition supported by two faculty members. None of the members
may be a Trustee, a Department Chair, an administrative officer, or a
member of the Personnel Committee or its Subcommittee on Sabbatical
Leaves.
1601

.
Section 2. The Personnel Appeals Hearing Committee shall hear
to
related
s
grievances related to academic freedom, or adverse decision
retention, tenure, promotion, or leaves when it is alleged by the
aggrieved person making the appeal that decisions resulted from
prejudice, forms of discrimination prohibited by State or Federal law, or
insufficient regard for fundamental standards of fairness inherent in due
process.

1602 Section 3. ,A.~ppea!s by non-tenured faculty, contestLng nonreappointment, may not be based on disagreement with judgment of
qualifications or institutional needs. The aggrieved party meeting the
qualifying standards in Section 2 shall be given the right to appear
before the Personnel Appeals Hearing Committee. The committee will
make its report and recommendation to the Board of Trustees through
the President.
1603

Section 4. Due process standards to be followed by the Personnel
Appeals Hearing Committee shall be stated in the faculty manual and
shall be subject to the review procedures regarding personnel policy
statements as outlined in the Bylaws articles concerning the Faculty
Council and the Personnel Committee.
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1410

I. to initiate, discuss and formulate recommendations on any campus
matter that affects student life.

1411 Section 3. Subcommittees:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

Campus Programming Board
Comnrnter Association
Cultural Activities Subcommittee
Intercollegiate Athletic Subcommittee
Student Media Board
Religious Activities Council
Calendar and Poster Policy Appeal Subcommittee
Food Subcommittee
Health Subcommittee
Constitution Subcommittee
Housing Subcommittee
Interfraternity Council
Panhellenic Council

Article XV. Governance, Bylaws and Communication Committee

1500 Section 1. Membership: two faculty members, two students, and two
administrators chosen in accordance with Article rv, Section 5 and
Article VI; and the Senate Parliamentarian. No elected members shall
serve more than four consecutive years. The committee shall elect one
of its members as Chairman.
1501 Section 2. Functions:
1502

A. to examine the campus Bylaws annually to see if wording is up-todate pertaining to current practices, and to submit corrective legislation,
as appropriate, to the Administrative Council;

1503

B. to receive questions from any Senator, committee, or committee
member on governance proceedings of any kind, as they relate to the
· Bylaws and to make advisory opinions on such questions to the College
Senate or appropriate committee for consideration;

1504

C. to communicate Bylaws changes from the previous year to the
Senate and other affected groups in September of each year, including
perceived impact on how procedures are affected;

1505

D. to submit annually to each Senator and committee member a list of
appropriate standing Senate rules of order, procedure and precedent
either not covered in the campus Bylaws or having potential value in
clarifying governance procedures;

1506

E. to serve in an advisory role to the campus community in
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Article XIV. Student Life Committee
1400 Section 1. Membership:
nt
The President and/or representative; the Vice President for Stude
a faculty
Affairs; a faculty representative elected from the Arts Division;
member to represent the Athletic and Intramural Programs; the
ncement;
Chaplain; a representative from the Office of Institutional Adva
sity; the
the Associate Dean of Students; and Coordinator of Ethnic Diver
Office;
Direc tor of Residence Life; a representative from the Business
Article
four faculty at-large; and nine students chosen in accordance with
as
IV, Section 5. The Vice President for Student Affairs shall serve
chair.
1401
1402

Section 2. Functions:
ar
A. to recommend and supervise polid es governing co-curricul
,
social
mpus
off-ca
and
activities and to promote- interest in on-campus
cultural and educational events and activities consistent with the
educational aims of the college;

1403

e
B. to recommend the College Calendar for submission to Colleg
Senate for approval in May of each year;

1404

ons
C. to adjudicate calendar conflicts and make changes and additi
necessary throughout the year;

1405

1406

ically
D. to approve student organizations for registration and to period
tional
educa
the
with
review current organizations to assure compliance
purposes of the college;
E. to recommend policies concerning health, housing, food, the
Campus Center, and the bookstore, and to act through designated
administrative officers or subcommittees as needed;

es
F. to serve as a forum to address matters and recommend polici
activities,
concerning campus programming, commuter students, cultural
Greek
intercollegiate athletics, student media, religious activities and
life;
with
G. to recommend to the College Senate policies and regulations
1408
tional
educa
the
regard to campus conduct which are in keeping with
purposes of the college;

1407

1409

H. to review constitutions of existing or proposed campus
rejection
organizations, and to recommend acceptance, modification, or
of such constitutions to the College Senate;
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1202

B. Once constituted, the committee will select a chairperson from
The elected full-time faculty members.

1203

Section 2. Functions:
The committee will:

1204

A. Formulate and facilitate a program to encourage members of the
faculty to participate in self-improvement in areas of teaching
effectiveness and professional development;

1205

B. Administer and process student evaluation of courses and
instruction for formative purposes;

1206

C. Organize and administer campus events to enhance
communication in and about faculty development;

1207

D. Plan and organize in-service workshops;

1208

E. Implement a faculty recognition program;

1209

F. Referee and administer Faculty Development Grants.
Article XIII. Teacher Education Committee

1300

Section 1. Membership: the chair of the Education Department as
chair; two faculty members from the Department of Education, one
secondary and one elementary; three faculty members from departments
other than Education; the Director of Graduate Studies; one student
enrolled in the Master of Arts in Teaching program and one student in
the Master of Arts in Education program; one junior student already
admitted to teacher education; and one other student. No elected
member other than members of the Department of Education shall serve
more than four consecutive years.

1301

Section 2. Functions:

1302

A. to recommend to the Curriculum Committee policies in regard to
the teacher education programs at Otterbein College;

1303

B. to admit students to the undergraduate teacher education program
and guide them toward its completion and to monitor the progress of
graduate teacher education students.

1304

C. A student may appeal a decision of the Teacher Education
Committee, which directly affects him or her, through the Vice
President for Academic Affairs to the Appeals Council.
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spring of 1989, the Center for the Arts and the Division of Language
and Literature shall elect their members , and in successive years the
following divisions shall in turn elect their representatives: Professional
Studies, Social Science, and Science and Mathematics. At each such
election, the division shall also elect an alternate whose sabbatical term
complements that of the elected member. The division shall fill
vacancies for unexpired terms. Alternates shall serve on the
subcommittee in piace of elected members during those terms when
elected members have their leave proposals considered, and when the
elected member is on leave during the fall.
1111

Section 4. Before proposals related to Section 3, and Subsections B
through D of Section 2, or other formulations of personnel policy,;a re
submitted to the President and the Board of Trustees, the proposals shall
be referred to the Faculty Council for review and comment . The council
may initiate its own proposals on personne l policy which shall be
submitted to the Personn.el Committee for review and comn1ent.
SubIPJssion of a proposal to the Faculty Council by the Personne l
Committee or to the Personne l Committee by the Faculty Council does
not preclude transmitting that proposal to the President and the Board of
Trustees in the event comment is not timely received. The Faculty
Council shall have an opportunity to discuss proposals of the Personne l
Committee and to report the division of the council's vote on all such
proposals to the President and the Board.

1112

Section 5. The members of the Personnel Committee shall have access
to information in the personnel files of employed staff members only on
a need to know basis defined by the policies established by the Personne l

Con1rrJttee.
1113

Section 6. Definitions:

1114

A. The term "faculty" shall include instructors and all higher ranks,
and shall include temporary and part-time appointments.

Article XII. Faculty Development Committee
1200
1201

Section 1. Membership:
A. The committee will consist of five faculty members , one from
each Division of the College, elected to three-year terms, on a
rotating cycle; three student members , elected by the Senate to
one-year terms; the Vice President for Academic Affairs or a
representative appointed by the Vice President for Academi c
Affairs, non-voting; the Director of Academic Grants, non-voting;
And up to three full-time faculty members appointed by the
Committee, who will serve one-year, renewable terms.
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1100 Section 1. Membership: Vice President for Academic Affairs as
Chairman; five members of the full-time teaching faculty nominated and
elected by the College Senate for three-year terms in accordance with the
procedure of Article IV, section 5, and Article VI; two students, for
one-year terms, being of at least junior status, named by the College
Senate. The Chairman of the Board of Trustees shall appoint one
Trustee to the Personnel Committee for a term of 1 year, subject to the
tenure limits given in these Bylaws. The President of the Alumni
Association shall appoint one graduate of the college to the Personnel
Committee for a term of 1 year, subject to the tenure limits given in
these Bylaws. Members, excluding students, may not succeed
themselves.
1101
1102
1103

Section 2. Functions:
A. to recommend to the President:
( 1) the appointment of new faculty, administrators, administrative
officers, and assistant administrative officers, and to create
subcommittees to assist in interviewing applicants;

1104

(2) the promotion, retention, and tenure of these appointees;

1105

(3) the continuing education programs of these appointees;

1106

(4) the granting of leaves, as assisted by the subcommittee
described in section 3.

1107

B. to study all aspects of personnel problems and to make
recommendations to the President and the Board of Trustees;

1108

C. to make recommendations to the President and Board of Trustees
regarding salary scale, retirement, and fringe benefits;

1109

D. to make recommendations regarding the creation of new and
additional faculty and administrative positions.

1110 Section 3. To assist the Personnel Committee in the approval of
sabbatical leaves, a Sabbatical Leaves Committee shall be established,
consisting of one full-time faculty member elected by each of the
divisions to serve a four-year term. To be eligible for Committee
membership, an individual elected member or alternate will, in addition
to being on full-time teaching status, have had to complete a successful
sabbatical leave and either be a tenured member of the faculty or possess
a terminal degree in his or her discipline. A sixth member will be the
Academic Dean, who will vote only in case of a tie. Beginning in the
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member shall serve more than four consecutive years. The committee
shall elect one of its faculty members to serve as chair. The Vice
President for Academic Affairs shall serve as Secretary of the
Curriculum Committee.
1001

Section 2. Functions:

1002

A. The committee shall consider all matters pertaining to the
. curriculum and to the support of the curriculum. The committee's
responsibilities shall include, but not be limited to:

1003

1004

1005

1006

, (1) establishing and reviewing goals for the college curriculum and
reporting of such goals to the Coiiege Senate;
(2) considering all changes, additions, or deletions in academic
s,
offerings, academic programs, curricular policies, college requirement
and specifications for majors, minors, and concentrations and, where
appropriate, framing of such changes for approval by the College
Senate;
(3) establishing and supervising periodic curricular program review
by the departments and the college;
(4) considering all changes, additions, or deletions in the
description of the college's curriculum as it appears in the various
college bulletins;

1007

(5) considering all matters pertaining to the improvement of the
curriculum; and

1008

(6) initiating and considering major changes in the college academic
calendar pattern.

1009

B. The committee shall appoint subcommittees with responsibilities
for areas related to the curriculum and shall review their reports. These
subcommittees shail inciude, but are not iimited to:

1010

(1) Continuing Studies Advisory Subcommittee;

1011

(2) International Programs Subcommittee;

1012

(3) Library Subcommittee.

1013

C. The committee may act through designated administrative officers
or additional subcommittees when the committee deems necessary.
Article XI. Personnel Committee
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afforded a hearing which adheres to the spirit of the Statement on the
Rights and Freedoms of Students, adopted by" the faculty, May, 1969.
903

904

905

906
907

908

909

B. to guide the honors program, the distinction program, and to
provide for the examination of the candidates, and recommend
distinction and credits;
C. to nominate candidates for awards, fellowships, and scholarships
for which the college is officially invited to make nominations;
D. to recommend policy for evaluating credits submitted by students
for
from other institutions, for the granting of credit by examination and
advanced placement;
E. to act upon requests for waivers of academic requirements;
F. to recommend to the Admission Office the readmission of students
who have been asked to withdraw because of poor academic
performance;
G. to undertake measures to promote and preserve the academic
integrity of Otterbein College.
Section 3. Any person against whom action is taken by the Academic
Council has the right to appeal to the Appeals Council, and an appeal
from a decision of the Academic Council may also be carried to the
Appeals Council upon the petition of any two members of the Academic
Council. A student against whom action is taken by the Academic
Council shall be informed by the presiding officer of the Academic
A
Council of the appeal procedures at the time penalties are announc~d.
so
do
must
il
Counc
person who wishes to carry an appeal to the Appeals
of
in writing within 48 hours after receiving notification of the decision
ned
explai
be
must
the Academic Council, and the grounds of the appeal
in this communication.

Article X. The Curriculum Committee
; two
1000 Section 1. Membership: Vice President for Academic Affairs
year for
each
elected
faculty members elected by each division, one to be
a two-year term; one student elected by each division; the chair of the
Integrative Studies Department; the Registrar; the Director of the
Library; and the Director of Continuing Studies. The presiding officer
of the Board of Trustees shall appoint one Trustee to the· Curriculum
Committee for a term of one year, subject to the tenure limits given in
t
these Bylaws. The President of the Alumni Association shall appoin
one graduate of the college to the Curriculum Committee for a term of
one year, subject to the tenure limits given in these Bylaws. No elected
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adopted by the faculty, May, 1969.
826

827

828

829

G. No record of the decision made by a Residence Hall Director,
l
Coordinator of Commuter Affairs, Judicial Hearing Officer, the Judicia
to
d
release
be
Council, the Traffic Gouncil, or the Appeals Council shall
the public unless requested by the individuals involved, or required by
law.

s
Section 5. A student dismissed from the college for disciplinary reason
may apply to the Admission Office for readmission after one term unless
a different period of time was specified at the time of dismissal. A
recommendation of the Vice President for Student Affairs must be
considered before such a student may be readmitted.
the
Section 6. Acting under the legal authority of the Board of Trustees,
or
President can in extraordinary cases or in an emergency situation veto
s
alter decisions of the judicial bodies but may not reinstate charge
against a person when judicial action fails to confirm the original
in
complaint. In all such instances, the President shall state his reasons
writing, with one copy going to the court from which the vetoed or
altered decision came, and one copy going as a report to the Executive
Committee of the Board of Trustees. This latter body shall review the
action no later than its next regularly scheduled meeting.
to
Section 7. In extraordinary circumstances the President has the right
suspend a student temporarily pending decisions of judicial bodies.
Article IX. Academic Council

900

901
902

Section 1. Membership: three members of the faculty and three
students, elected according to the provisions of Article IV, Section 5,
·
and Article VI; the Vice President for Academic Affairs (or
representative); the Vice President for Student Affairs (or
representative); the Director of Continuing Studies; the principal officer
responsible for study skills; and the Registrar. The Vice President for
Academic Affairs (or representative) shall preside. The Registrar shall
serve as Secretary. In the absence of the presiding officer or the
Secretary, the members present shall select from among themselves
appropriate substitutes. No elected member shall serve more than four
consecutive years.
Section 2. Functions:
A. to recommend policy and to decide cases related to academic
discipline and academic status, assisted in preliminary phases by
ting
designated administrative officers or subcommittees. Students contes
decisions affecting them, made by the Academic Council, shall be
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819

Section 4. There shall be an Appeals Council.

820

A. Membership: three faculty members and three students, not
members of any other judicial body, shall be chosen in accordance with
the provisions set forth in Article IV, Section 5, and Article VI. The
term of office for the Appeals Council shall be two years. In oddnumbered years one faculty member and two students shall be elected.
No one shall be elected for more than four consecutive years. A
chairman shall be elected by the council from its own membership.

821

B. Functions: ·the Appeals Council shall have final judicial authority
to deal with infractions of the college regulations, except those within
the jurisdiction of the Personnel Committee, to hear appeals of
indi':'iduals against whom action has been taken by a Residence Hall
Director, Coordinator of Commuter Affairs, Judicial Hearing Officer,
the Judicial Council, the Traffic Council (for major violations only) or
the Academic Council. After examining the record, the council may
decide to hear the appeal in its entirety or to limit the scope of its
hearing. In all cases the Appeals Council will determine the facts and
prepare a written statement. When Traffic Council has acted as an
appellate body for a major violation, its decision may be further
appealed to the Appeals Council, but the council may decline to hear the
case.

822

C. Rules concerning judicial records shall be promulgated by the
Appeals Council.

823

D. The Appeals Council, when considering that pending matters
merit the attention ofthe Academic Council, shall inform the Academic
Council accordingly.

824

E. Any student who is convinced that his academic performance has
been evaluated on other than an academic basis or in a prejudiced or
capricious manner has the right to appeal such a grade. The evidence
ieading to this conclusion shaii be presented by the student in wriiing to
the Vice President for Academic Affairs after the student has consulted
with the professor involved. The Vice President for Academic Affairs
shall consult with the student and the faculty member, after which the
appeal may be passed on to the Appeals Council for its consultation and
judgment. The actual grade change if deemed in order by the Appeals
Council, shall be determined by the Vice President for Academic Affairs
in consultation with the student and the professorinvolved in the appeal,
or, if the professor is unavailable, with the appropriate Department
Chairman.

825

F. The judicial bodies will structure their procedures in accord with
the spirit of the Statement on the Rights and Freedoms of Students
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Council for decision.
811

If the matter is heard by a Residence Hall Director, Coordinato r of
Commuter Affairs, or a Judicial Hearing Officer, he shall determine the
facts and prepare a written judgment substantiating his decision.
Additionally, the accused a.nd the accuser sh-all be informed of the appeal
procedure. Either the accused or the accuser may appeal the decision of
the Residence Hall Director, Coordinato r of Commuter Affairs, or
Judicial Hearing Officer to the Appeals Council. Any penalty sball be
suspended until the Appeals Council has taken final action. Any appeal
to the Appeals Council must be made in writing, including supporting
reasons, within forty-eight hours after notification of the decision.

812

D. Record: a record of all actions by Residence Hall Director,
Coordinato r of Commuter Affairs, or Judicial Hearing Officer shall be
maintained in the office of the Vice President for Student Affairs.

813

Section 3. There shaii be a Traffic Council.

814

A. Membershi p: three members, consisting of one faculty member,
one student, and one administrat ive staff member, not members of any
other judicial body, named in accordance with the provisions outlined in
Article IV, section 5, and Article VI. No one shall be elected for more
than four consecutiv e years. A chairman shall be chosen by the council
from its membershi p.

815

B. Functions:

816

(1) The Traffic Council shall have original jurisdiction to deal with
the major violations of the college motor vehicle rules as determined by
the Senate and printed in the Campus Life Handbook. The Traffic
Council shall determine the facts, assess a penalty upon a guilty verdict,
and prepare a written judgment substantiating its decision. Immediately
following each meeting, the individual will be notified in writing of the
Traffic Council's decision. Those who receive penalties shall be
informed of the appeal procedure, and if an appeal is made, penalties
shall be suspended until the Appeals Council has taken final action. Any
appeal from a decision of the Traffic Council for a major violation must
be made in writing, including supporting reasons, to the Appeals
Council within 48 hours aft~r notification.

817

(2) The Traffic Council is the final court of appeal for minor
violations.

818

C. The Traffic Council does not have jurisdiction over the penalty
structure.

14

Persons charged with violations have the right to reject counseling and
answer the complaint before the Judicial Council without prejudice and
shall be so informed by the Student Personnel staff. The Judicial
Council shall have original jurisdiction to deal with the more severe
offenses set forth in the Campus Life Handbook and with all offenses
posing the potential of suspension or dismissal, except those within the
jurisdic tion of other bodies, as specified in these Bylaws.
805

The Judicial Council shall determine the facts and prepare a written
judgme nt substantiating its decision in each case it hears. The Judicial
Council shall inform the accused and accuser of the appeal procedure. If
an appeal is made by the accused or the accuser, penalties shall be
suspended until the Appeals Council has taken final action. Any appeal
from a decision of the Judicial Council must be made in writing,
including supporting reasons, to the Appeals Council within the next 48
hours after notification of the decision.

806

D. Records: a record of all violations will be maintained in the office
of the Vice President for Student Affairs as well as a statement of the
action taken by the Judicial Council or the disciplinary counseling
provide d by the Vice President for Student Affairs.

~

807

Section 2. Judicial Hearing Officer

808

A. The Judicial Hearing Officers shall derive their authority from the
Otterbe in College Bylaws, Article VII, section 2.

809

B. Membership: Judicial Hearing Officers shall be members of the
administrative staff of the Student Personnel office who are selected by
and serve at the pleasure of the Vice President for Student Affairs.

810

C. Functions: Complaints concerning infractions of college
regulations shall be filed by members of the college community with the
Student Personnel office. At the election of an accused student who
desires to enter a plea of guilty, infractions specified in the Campus Life
Handbo ok may be heard by a Residence Hall Director if the accused
resides in a residence hall, otherwise with the Coordinator of Commu ter
Affairs. If the student does not so elect, such offenses, along with other
offenses specified in the Campus Life Handbook, shall be heard by a
Judicial Hearing Officer. Judicial Hearing Officers shall have no
jurisdic tion to hear cases involving suspension or dismissal. A
Residence Hall Director, Coordinator of Commuter Affairs, or Judicial
Hearing Officer may waive jurisdiction of a case if he/she determines
that proceeding with the case would jeopardize constructive counseling
already in progress. Additionally, if the facts and circumstances warrant
such action, the Residence Hall Director, Coordinator of Commu ter
Affairs, or Judicial Hearing Officer may refer the case to the Judicial
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composition of membership for the IRB, which shall include the
following:
(1) one faculty representative of each department which is likely to
conduct research employing human subjects
(2) an ethicist .
(3) an individual who is not affiliated with the institution in any way
other than as a member of the IRB
(4) a student enrolled at Otterbein College
733

An individual who meets the requirements of more than one of the
categories detailed above may fulfill more than one requirement.

734

Member ship on tl1e cornmittee shall be for a period of two years with no
limitations on reappointments.

Article VIII. Judicial Bodies
800

Section 1. Judicial Council

801

A. The Judicial Council shall derive its authority from the Otterbe in
College Bylaws, Article VII, section 1, with the approval of the Board
of Trustees .

802

B. Membership: three faculty members and four students, not

member s of any other judicial body, shall be chosen in accorda nce with
the provisio ns set forth in Article IV, section 5, and Article VI. The
term of office for the Judicial Council shall be two years. In oddnumbere d years, two faculty members and two students shall be elected.
No one shall be elected for more than four consecutive years. A
chairma n shall be elected by the council from its membership.

803

C. Functions: complaints concerning infractions of college
regulations shall be filed by members of the college community with the
Student Personn el Office. The Student Personnel staff shall refer
appropr iate complaints to the Judicial Council along with
recormnendations for disposition of tlJ.e case. A representative of the
staff may appear before the council to discuss the case and shall do so
upon the request of the council. When the Student Personnel staff
considers that the referral of a case to the Judicial Council would
jeopard ize constructive counseling already in progress, the staff shall
inform the chairma n of the Judicial Council accordingly.

804

Particulars of the case may be reported to the Chairman who shall
summar ize the case briefly to the Judicial Council without identifying the
parties. The Judicial Council shall waive jurisdic tion in such cases
unless the council votes to assert jurisdic tion after having offered the
Student Personnel staff an opportunity to present its recommendations.
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guidelines set forth in the Public Health Service Policy on Humane Care
and Use of laboratory Animals published by the National Institutes of
Health.
726

Use of horses for biomedical research and teaching will adhere to the
guidelines set forth in the Guide for the Care and Use of Agricultural
Animals in Agricultural Research and Teaching published by the
Consortium for Developing a Guide for the Care and Use of Agricultural
Animals _in Research and Training.

727

B. Membership: OCACUC members are appointed in accordance
with the Public Health Service Policy by the Otterbein College Vice
President for Academic Affairs and approved by Administrative Council.
The committee shall consist of not less than five members and shall
include:
one Doctor of Veterinary Medicine
one practicing Ph.D. scientist experienced in research involving
animals
(3) one individual whose primary concerns are in a nonscientific
area
(4) one individual who is not affiliated with the institution in any
way other than as a member of the OCACUC
(5) one Otterbein College student
(6) one faculty representative from each department that involves
animals for education and/or research (currently Life Science,
Equine Science, Psychology).
(1)
(2)

728 •

An individual who meets the requirements of more than one of the
categories detailed above may fulfill more than one requirement.

729

Membership on the committee shall be for a period of two years with no
limitations on reappointments.

730

Section 5: The Administrative Council shall have responsibility for
appointment and oversight of the Otterbein College Institutional Review
Board (IRE), which shall have the following character:

731

732

A. Function: The Institutional Review Board is the body authorized to
review any systematic investigation designed to secure information from
or about human beings. The IRE may approve, disapprove or state
conditions for the conduct of human subject research. The ethical
principles and guidelines utilized in the review are primarily drawn from
The National Commission for the Protection of Human Subjects of
Biomedical and Behavioral Research (The Belmont Report).
B. Membership: The federal government specifies a certain

11

712

F. to serve as the group to confer with the Trustees on matters which
require coordinated attention of the Trustees, administration, faculty,
and students, except as otherwise provided in these Bylaws;

713

G. to establish each year, subject to the approval of the Board of
Trustees, in keeping with the policy set forth by the Senate, the number
of new and transfer students to be admitted to Otterbein;J:ollege, to set
.the standards fpr their admission, and to advise the VictPresid ent for
Admissions and Financial Aid concerning the administration of college
·
admissions;

714

H. to recon1mend to the Senate those wno should be awarded
honorary degrees;

715.

I. to oversee the Convocation and Commencement Subcommittee;

716

J. to recommend matters for consideration to comrpittees and to the
Senate;

717

K. to approve annually the basic framework of the college calendar,
including opening dates of terms, holidays, examination periods, and the
commencement date.

718

Section 3. The Administrative Council shall set tip a Subcommittee on
Admissions and Student Ai<!, which shall have the following character:

719

A. Membership: Vice President for Admissions and Financial Aid as
chair, three faculty members, and three students.

720

B. Functions:

721

(1).to recommend policies regan;ling admission, scholarships,
financial grants and loans to students;

722

(2) to recmnmend each year the number of new and transfer
students to be admitted.

723

Section 4. The Administrative Council shall have responsibility for
appointment of the Otterbein College Animal Care and Use Committee
(OCACUC), which shall have the following character:

724

A. Function: The primary concern of this committee is to assure the
humane treatment of animals in Otterbein College's academic and
nonacademic programs.

725

Use of animals for biomedical research and teaching will adhere to the

SECTION FIVE
PART-TIME FACULTY

I.

APPOINTMENT

Part-tim e faculty are appointe d as lecturer s to teach and
perform other duties. They are not eligible for tenure.
Departm ent chairper sons select candida tes for appointm ent
based on their academic backgrou nd and teaching experien ce,
confer with the Directo r of Continu ing studies about compens ation and appointm ent, and make recomme ndations to the Vice
Preside nt for Academi c Affairs.
The College defines two types of part-tim e appointm ents:
A.

Lecture r
Contrac ts may be issued for one term at a time or for
the academic year.

B.

Senior Lecture r
After teaching a minimum of sixty (60) quarter hours
at Otterbe in, lecturer s may apply for the rank of
senior lecturer . Letters of applica tion are directed
to the Personn el Committ ee through the Vice Presiden t
for Academi c Affairs. Applica tions should be
accompa nied by summari es of student evaluati ons and
letters of support from the Departm ent Chairpe rson,
Directo r of Continu ing Studies, or other appropr iate
referenc es. The decision of the Personn el Committ ee
to award this rank is based primari ly on the quality
of instruct ion. Senior lecturer s are eligible to
particip ate in all academic ceremon ies.

II. RESPONS IBILITIE S
A.

Meet all schedule d classes.

B.

Keep appointe d office hours.

c.

Be availab le, as needed, for student and departm ent
academi c activiti es.

III.EVAL UATION
The same high standard s of teaching performa nce expected
of full-tim e faculty are expected of lecturer s:
"Effecti veness in teaching should involve challeng ing and
motivat ing students as well as creating a sense of
curiosit y and enthusia sm for learning ."
(SECTION TWO,
I I • B • , pg . 3 )
Evaluati on of part-tim e faculty includes the followin g:
1.

A nationa lly normed student evaluati on instrume nt
approved by the academic dean will be adminis tered by
the sixth week in the classes of lecturer s who are new

-2-

to Otterbein.
two quarters.
is required to
minimum of one

This process occurs during the initial
After two quarters of teaching, a lecturer
have the instrument administered to a
class per academic year.

2.

The evaluation of lecturers in music who teach private
lessons or direct ensembles is based on their students'
performances and/or occurs when students are juried.

3.

Classes may be visited by the department chairpersons
or peer faculty at Otterbein.

4.

Summaries of student evaluations and reports of class
visits will be reviewed by the department chairperson,
the Vice President for Academic Affairs, and/or the
Director of Continuing Studies. These results will be
shared with each lecturer.

IV. FRINGE BENEFITS
Part-time faculty may be eligible for a limited number of
fringe benefits:
A.

Medical Insurance and Retirement Plans. Part-time
faculty who teach at least 25 quarter hours per year
are eligible to purchase one of the College's medical
insurance plans, and they may elect to contribute to
one of the College's retirement plans. The College
makes no contribution to the medical plan or the
retirement plan chosen by part-time faculty.

B.

Scholarship Benefits.
1.

Part-time Faculty and Spouse. The prorated
scholarship benefits described below are offered
to eligible part-time faculty and their spouses:
Eligibility:
a.

Taught a minimum of 35 quarter hours during
previous years at Otterbein.

b.

Teach at least 5 quarter hours during the
academic year the scholarship benefit is used.

c.

Pay a fee of $25.00 per quarter and any special
fees.

The Benefit:
Eligible part-time faculty members accrue one quarter
hour of credit for each quarter hour of teaching.
Credits must be used within two years from the time
those credits are earned. Eligible faculty or their
spouses may use the scholarship benefit during the
quarter in which it is earned.
2.

Children. A reduced scholarship benefit for
dependent children to attend Otterbein is available
to part-time faculty who are teaching at least 25
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quarter hours during the year.
computed as follows:
Part-tim e faculty teaching
at least 25 quarter hours:

V.

The benefit is

Children may receive a
scholars hip up to

After~ years of teaching

12 1/2% of tuition

After 2 years of teaching

25% of tuition

After 10 years of teaching

50% of tuition

Part-tim e faculty teaching
at least 30 quarter hours:

Children may receive a
scholars hip up to

After

~

years of teaching

19% of tuition

After

~

years of teaching

38% of tuition

After 2 years of teaching

75% of tuition

PROCEDURES FOR ESTABLISHING ELIGIBIL ITY TO RECEIVE FRINGE
BENEFITS

A.

Part-tim e faculty whose hours of teaching meet one of
the above levels of eligibi lity during successi ve
years but whose teaching assignm ent falls below that
level tempora rily may write to the Personn el Committ ee
requesti ng a continu ation of the benefit. The
Personn el Committ ee will base its approva l of the
request on length of service and the possibi lity of
future teaching assignm ents.

B.

To be eligible to receive the educatio nal grant for a
depende nt child, the employee must submit an
applica tion form for the benefit prior to March 15 of
the academi c year precedin g the grant period to the
Vice Preside nt for Business Affairs and a Financi al
Aid form to the College Scholars hip Service or a
complete d copy of the Ohio Instruct ional Grant
Applica tion and Family Income Stateme nt to the
Directo r of Financi al Aid at Otterbe in College by May
15 of the academic year precedin g the grant period.
The Directo r of Financi al Aid will notify the employee
of the estimate d amount of State or Federal funds for
which the depende nt student is eligible , if any, and
will supply forms and informa tion for applying for
these grants. Failure to apply or to submit the
necessa ry papers to the Financi al Aid Office by the
prescrib ed deadline s will result in a loss of the
benefit for the year.

c.

In the case of death of any faculty member with six or
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more years of service, each of his/her children under
the age of twenty-o ne at the time of the staff member' s
death, or born after the staff member' s death, shall be
entitled to a scholars hip under the conditio ns and in an
amount as outlined above. If the death occurs after the
complet ion of the first year of service, eligible
children will receive a college scholars hip for four
calenda r years calculat ed to make up the differen ce
between one-fou rth of the tuition and the amount of aid
the student is eligible to receive from State and Federal
grants and any other scholars hips or grants received . If
death occurs after the complet ion of the third year of
service , eligible children will receive a scholars hip for
four calenda r years calculat ed to make up the differen ce
between 50% of the tuition and the amount of aid the
student is eligible to receive from State and Federal
grants and any other scholars hips or grants received .
Each child will pay all other fees to which they are
subject as a student and must be admitted by the
Admissio n Committ ee.
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SECTION SIX
ADJUNCT FACULTY

I.

DEFINITION

The term, "adjunct" , preceding the rank is used for special,
no salary appointme nts to the faculty of individua ls who are not
in the employ of Otterbein College, but who are associate d with
and contribut ing in a substantiv e way to the College's programs
of instructio n. It is the expectatio n that these appointee s have
evidenced potential for active participa tion in some aspect of
the College's mission.
While it is recognized that Adjunct Faculty make a worthwhil e
contribut ion to the College's programs, their number should not
be dispropor tionate to the number of faculty holding regular
appointme nts. Further, there will be an investmen t of
faculty/s taff time and effort in the required annual review and
appointme nt processin g of special appointee s.
These interim, no salary appointme nts are for twelve months,
July 1 through June 30, in any given year. Each appointee is
reviewed annually by members of the departmen t's Tenure and
Promotion Committee and by the Chairperso n of the departmen t.
Time spent in special appointme nts does not accrue toward tenure
and such appointme nts can be terminated at the end of any
contract year.
It is anticipate d that participa tion in the role of adjunct
faculty will be a source of both stimulatio n and satisfacti on to
the appointee . The appointee s are welcome to attend meetings of
the departmen t's faculty and to serve on faculty committee s,
participa ting in discussion but without vote.
II. APPOINTMENT/PROMOTION

The criteria that are applied in recommend ing appointme nt or
promotion of faculty holding regular appointme nts are followed in
recommend ing persons for auxiliary appointme nt titles.
Nominatio ns originate with regular departmen t faculty when they
identify a qualified candidate who is both willing and able to
committee appropria te time and effort to a delineated aspect of
the College's programs of instructio n. Nominatio ns are reviewed
by members of the departmen t Tenure and Promotion Committee and
by the departmen tal chairperso n on the basis of a comprehen sive
assessmen t of each candidate 's qualifica tions, together with
detailed evidence to support the nominatio n. Recommen dations for
appointme nt from among the nominees are sent to the Vice
President for Academic Affairs, the President and the Board of
Trustees. Decisions are made on the basis of criteria without
discrimin ation as to race, creed, religion, national origin, age,
sex, or handicap.
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A.

Criter ia:

Criter ia for appoin tment and promot ion are defined in the
Faculty Manual , Septem ber, 1989.
Each candid ate will be judged with respec t to the
propos ed rank, consid ering the record of one's perform ance in:

B.

1.

Teachi ng,

2.

Leader ship to the departm ent, the Colleg e and
commun ity service .

3.

Schola rly researc h and public ations.

Faculty Ranks (requi sites):
INSTRUCTOR: A master 's degree . Person s appoin ted at
the Instru ctor level must demon strate ability for
appoin tment to Assist ant Profes sor by the end of their
third (3rd) year at Otterb ein Colleg e. If this
eligib ility is not demon strated , the fourth (4th) year
contra ct will be termin al.
ASSISTANT PROFESSOR: Either an earned doctor al degree ,
approp riate termin al degree , or a master 's degree with
docume nted progre ss in gradua te study beyond the master 's
degree level and succes sful teachin g experie nce.
ASSOCIATE PROFESSOR: Earned doctor al degree or equiva lent termin al degree and docume nted capaci ty for succes sful teachin g as well as demon stration of profes sional
involve ment.

PROFESSOR: Earned doctor al degree or equiva lent termin al
degree , extens ive experie nce as a succes sful teache r, and
leaders hip in implem enting the Colleg e's missio n, which
are: teachin g excelle nce, schola rly researc h, and
service .
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SECTION SEVEN
MISCELLANEOUS

I.

FACULTY RESPONSIBILI TIES

A.

NOTE:

Scheduling Final Exams
1.

A final examination period will be scheduled at the
close of each quarter in the academic calendar.
such a period should be no less than 3 and no more
than 7 days in length. The final examination period
for all night and weekend classes will be designated
by the Registrar in the examination schedule.

2.

There must be some evaluation during the scheduled
final examination period for each class. Generally,
that evaluation will take the form of an examination,
which may or may not be comprehensiv e. Other forms
of evaluation equivalent to final examinations are
acceptable and welcome.

3.

Neither final examinations nor their equivalent, or
segments thereof, are to be given during the last
week of the course with the approval of the Academic
Dean.

4.

Professors wishing to alter the meeting time set by
the Registrar in the examination for the class must
formally petition the Academic Council with reasons
justifying the change. Under ordinary circumstance s,
the petition must be submitted no later than Friday
of the seventh week of the quarter.

5.

At the start of the quarter, each professor should
indicate to students the date and time of the final
examination.
If an alternative to a final
examination is appropriate, the requirements for that
activity must be given. The relative weight the
final examination/ evaluation will have in the course
ought to be clearly stated in the syllabus.

6.

The administrati on of final examinations is mandatory
in all courses where there is a final examination.
Where other equivalent evaluations are required,
attendance is mandatory.
Faculty and students are encouraged to get together,
in whatever manner appears most suitable, for a
follow-up to final examinations taken during the
previous examination period. The educational
benefits of reviewing and returning the final
examinations /evaluations should be available to all
students.

B. Course Syllabus - Faculty members are expected to provide
a syllabus for each course to each student enrolled in that
course.
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The syllabus should include:

c.

1.

Attendance Policy

2.

Method for determining course grade.

3.

Deadlines for submitting work.

4.

Office hours.

5.

Approximate schedule of assignments and tests.

6.

course Objectives.

7.

The Instructor's policy on Plagiarism and Cheating
(see Campus Life Handbook).

Office Hours

Office hours are an integral part of the teaching
process. Therefore, faculty members should set office hours
which are available for the majority of their students. Office
hours may be offered at different times during the week.
Additional hours should also be available by appointment so all
students have access to faculty members. Office hours should be
listed on the syllabus as well as posted on office doors so
students are aware of the availability of individual faculty
members. The number of office hours offered to students should
be representati ve of the number of courses taught each quarter.
D.

Academic Advising

All full-time faculty at Otterbein College serve as
academic advisors. Otterbein recognizes the importance of
academic advising in promoting student satisfaction and
retention. Therefore, the role of advisor is a major one for
faculty members. Faculty members are assigned advisees by the
Office of Academic Affairs. Advising loads vary from department
to department, but an attempt is made to equalize loads whenever
possible. students are free to change advisors through the
Office of the Academic Affairs.
Faculty advisors are expected to provide information
related to academic policies and procedures as well as to assist
in the scheduling process. In many cases advisors also help
students to formulate educational and career plans.
A complete description of advising roles, advising
information, campus resources, and sample materials can be found
in Advice on Advising: A Handbook for Advisors at Otterbein
College. Copies may be obtained in the Office of Academic
Affairs.
E.

Campus Involvement

It is expected that faculty want to be involved with
committees, campus and cultural events, orientations , Parents'
Day, recruiting, advising student organization s, and facilitate
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the broader education al process of our students through
participa tion, ideas and role models.
II. TEACHING LOAD
The normal academic year teaching load at Otterbein College
is
seven five quarter credit courses for a total three term quarter
hour credit load of thirty-fiv e. Recognizi ng that some courses
require contact with students in excess of a one to one credit
hour to contact hour ratio, the Academic Dean negotiate s with
departmen ts acceptanc e of a certain number of contact hours as
equivalen t to quarter hours.
III.

TRAVEL TO PROFESSIONAL MEETINGS

A fund has been establish ed in the Office of the Vice
President for Academic Affairs to provide financial support for
faculty to travel to professio nal meetings. The amount of money
provided normally will allow for only partial support of the
costs for any given trip. However, if the faculty member is
presentin g a paper at the meeting or serves as an officer of the
organizat ion, every attempt is made to fund the entire cost of
the trip. To be eligible to receive travel funds the faculty
member must submit a Faculty Travel Request form in triplicat e to
the Vice President for Academic Affairs at least one month in
advance of the anticipate d trip.
(These forms are usually
available in the Academic Affairs office.) Upon completio n of
the trip, the faculty member must submit a Report of Expenditu res
form with attached receipts to the Vice President for Academic
Affairs. The reimbursem ent check will normally be available in
the Treasurer 's Office within two weeks of the date of submissio n
to the Vice President for Academic Affairs.
IV. FACULTY DEVELOPMENT PROGRAM

Quality of teaching is the principal criterion for decisions
about retention , promotion and tenure. The College encourage s
all faculty members to engage in professio nal growth in a climate
of creativit y and openness which encourage s participa tion and
self-dire ction. It assumes that individua l faculty members have
both the capacity and the right to make decisions about and to
help plan their programs for improveme nt.
To help in this process, the FACULTY DEVELOPMENT ADVISORY
COMMITTEE, an independe nt faculty peer-dire cted group, carries on
a number of programs about which it informs the faculty each
year. One important service of the committee members is to
administe r and help with interpret ation of the results of student
evaluatio ns of teaching. The evaluatio ns are used for both
formative and diagnosti c purposes. A number of other programs
and options are available (e.g. the TRIAD peer-assi stance teams).
Also, this body is available to assist faculty in developme nt
needs that are identified by college review systems.
The Committee is devoted to excellenc e in teaching in the
broadest sense.
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V. CO-CURRICULAR PARTICIPATION AND CLASS ATTENDANCE

Facult y should inform studen ts who miss class becaus e of
partic ipatio n in co-cur ricular activi ties that they will be
respon sible for the materi als covere d during their absenc e.
VI.PART ICIPAT ION IN ACADEMIC CEREMONIES

The focal point of an Otterb ein Colleg e educat ion is upon the
specia l relatio nships that develo p betwee n faculty member s and
studen ts in and outsid e the classro om. It is expect ed that
faculty will want to contin ue to expres s that specia l educat ional
relatio nship by partic ipatin g in the few formal academ ic
ceremo nies that are part of each colleg e year.
VIII.CO PYRIGH T POLICY STATEMENT

In using copyri ghted print and non-pr int instru ctiona l
materi al, Otterb ein Colleg e conform s to the Copyri ght Law as
revise d in 1978, Sectio n 107 define s "fair use" of copyri ghted
materi als. Under this sectio n the follow ing are permit ted.
PRINT MATERIAL -- single copies of the follow ing may be made:
A.
B.

c.

D.

A chapte r from a book.
An article from a period ical or newspa per.
A short story, short essay, or a short poem.
A chart, graph, diagram , drawin g, cartoo n, or pictur e
from a book, period ical or newspa per.

VIDEO -- off-ai r record ing simulta neousl y with broadc ast. The
tape may be retaine d for a period not to exceed 45 days after the
date of record ing. Howeve r, the tape can be shown ONLY ONCE and
repeat ed ONLY ONCE during the first 10 CONSECUTIVE SCHOOL DAYS in
the 45 day period .
COMPUTER SOFTWARE -- One copy may be made for safety back-u p or
archiv al purpos es ONLY.
Duplic ation or use of copyri ghted materi al outsid e these
guidel ines consti tutes a violati on of the Copyri ght Law, and
places the individ ual and the institu tion in legal jeopard y.
For a detaile d descri ption of the Copyri ght Law, please refer
to the "Otter bein Colleg e Copyri ght Policy " brochu re distrib uted
to all faculty .
1/91

ADDENDUM A
IMPLEMENTATION OF THE POLICIES AND PROCEDURES IN THE 1989 FACULTY
MANUAL
1.

The contractual relationship of Otterbein College to all
new persons appointed to the faculty after July 1, 1989, wt 11
be guided by the pol lcles and procedures of this manual.

2.

With the exception stated in 13 below, faculty who change
their current contractual relationship with the College,· or
who are renewed at the end of an existing term agreement,
wi I I be evaluated by the policies and procedures of the 1989
manual. Specifically, the following two categories of
faculty are affected:
renewable term appointment to a
change their contractual relationwt 11 be reviewed under the pol lcies
1989 manual.

a.

Those who move from a
tenure-track and thus
ship with the College
and procedures of the

b.

The contractual relationship of the College and all
faculty whose renewable term appointments are renewed
with the 1989/90 academic year and thereafter wi I I be
guided by the "Contract Renewal Criteria," "Termination
of Service"• and "Appeals Procedures: General Provisions"
sections of the 1989 manual. The only affect of this is
to Include institutional need as an annual consideration
in the Issuance of a contract to a faculty member on a
It means that Institutional
renewable term appointment.
need Is a criterion In the annual contract renewal of al I
faculty categories -- tenured, tenure-track and renewable
term -- whereas In the existing document It could not be
considered In annual contract renewal for faculty on a
renewab I e term appointment until th at term was comp I eted.

3.

The criteria for promotion for al I members of the Otterbein
faculty as of June 30, 1989, wl 11 be those In the 1982
faculty manual.

4.

Similarly, the criteria for tenure for al I faculty In a
tenure-track appointment as of June 30, 1989, wl I l be those
in the 1982 faculty manual.
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APPENDIX A
AFFIRMATIVE ACTION POLICY
of
OTTERBEIN COLLEGE
I.

INTRODUCTION

As an institution Otterbein College is committed to the
concept of equal rights for all.
Since the practice of
discriminati on in our society has been continued for so long
and its effects are long-lasting , a policy of neutrality
toward discriminati on is not sufficient. Rather, a policy
of Affirmative Action must be adopted which requires all
institutions to determine if they have met their
responsibili ties to recruit, promote, and reward minority
groups and women to a degree consistent with their
availability and merit.
Otterbein College, as an institution of higher learning,
an employer, and an influential member of the community,
stands committed to a policy of Affirmative Action. We
undertake this action not because of a legal requirement but
because we firmly believe it is right and proper that we do
so. This Affirmative Action Policy is intended to expand
our efforts to insure equality of education and employment
at Otterbein College.
II. AFFIRMATIVE ACTION POLICY
The policies stated in the section are divided into four
parts. Part A describes general policies which are
applicable to all functions of the College while each of the
other three parts applies specifically to a group or
function within the College.
A.

General Employment Policy.

1. In seeking to fill positions, each department or
administrati ve unit shall conduct a review in conjunction
with the Affirmative Action Officer (Chairperson , Affirmative Action Committee) to determine if and to what extent
minorities and women are underutilize d. As stated in the
Federal Guidelines for Affirmative Action Programs,
"underutiliz ation is defined as having fewer minorities and
women in a particular job classificatio n than would
reasonably be expected by their availability ." Each
department or administrati ve head is responsible for
securing current information as to availability of
minorities and women in the field. All departments should
then proceed in such a way that minorities and women will
have adequate opportunity to be considered. After
opportunity has been given for present employees to apply,
the position shall be advertised in appropriate media and
with appropriate organization s. This policy acknowledges
that more aggressive pursuit of minorities and women
applicants may be necessary in some areas.
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2. No policy shall be established which prohibits
employment of two members of the same family provided no
supervisor-em ployee relationship exists between them.
3. Women shall not be penalized in conditions of
employment because of required time away from work for
childbearing .
4. There shall be no differences in retirement age
between male and female employees.
5. Salaries shall not reflect discriminati on based
on sex, gender, race, national origin, religion, sexual
orientation, or political affiliation.
6. Hiring and promotion policies shall make no
distinction between married and unmarried persons.
B.

Affirmative Action for Academic Employment.

1. Hiring of academic administrati ve personnel
shall be done by the President of the College in
consultation with the Vice President for Academic Affairs
and the Personnel Committee of the College Senate. The Vice
President for Academic Affairs, as Chairman of the Personnel
Committee, and the Affirmative Action Officer shall work
with the President and other Vice Presidents to assure that
in the employment of academic administrati ve personnel all
affirmative action procedures adhered to by the College are
followed.
Final approval of all academic administrati ve
appointments rests with the Board of Trustees.
2. Hiring of teaching personnel shall be done by
the President of the College in consultation with the Vice
President for Academic Affairs, the Personnel Committee of
the College Senate, and the chairperson of the department in
which the vacancy exists. Final approval of all teaching
appointments rests with the Board of Trustees.
3. The chairperson of the department is responsible
for listing the qualificatio ns of the individual necessary
to fill the vacancy. The chairperson is also responsible
for insuring that the stated qualificatio ns are justified
and do not contain prejudices which tend to categoricall y
exclude minorities and/or women. The Vice President for
Academic Affairs in consultation with the department
chairperson shall decide when a vacancy exists in a
department.
4. All persons interviewed for positions shall be
informed that Otterbein is an equal opportunity employer.
5. All interviewers shall file a report of the
interview with the Vice President for Academic Affairs on
the form provided.
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6. When a vacancy occurs, as determine d by the
President and the Vice President for Academic Affairs, the
job descriptio n and other pertinent informati on will be
distribute d to all employees . Simultane ously, the position
search will be advertise d outside the College in media which
reach minority and women populatio ns.
7. Applicati ons, reports of interview s and a
statement of action taken (including reasons for
non-emplo yment where appropria te) shall be kept on file in
the office of the Vice President for Academic Affairs for a
period of two years.
C.

Affirmati ve Action for Non-Acade mic Employmen t.

1. Hiring of non-acade mic professio nal staff and of
hourly staff personnel shall be done by the President of the
College in consultat ion with the area Vice President .
2. Each departmen t shall maintain up-to-dat e job
descriptio ns for each non-acade mic job category in the
departmen t. The descriptio n shall list the skills necessary
to fill the job along with the benefits associate d with the
job.
3. Each applicant for a job shall be informed that
Otterbein is an equal opportuni ty employer.
4. An interview er of an applicant shall file a
report of the interview on the appropria te form with the
Vice President for Business Affairs.
5. Applicati ons, reports of interview s and a
statement of action taken (including reasons for
non-emplo yment where appropria te) shall be kept on file in
the Office of the Vice President for Business Affairs for a
period of two years.
6. When a vacancy occurs, as determine d by the
President and the area Vice President , the job descriptio n
and other pertinent informatio n shall be distribut ed to all
employees . Each employee shall then be given an opportuni ty
to apply for the job before it is advertise d outside the
College in media which reach minority and women populatio ns.
D.

Affirmati ve Action for Student Enrollmen t.
1.

Otterbein College does not discrimin ate on the
basis of race, creed, gender, sexual orientation, national origin, age, political affiliation, or disabling condition in considerin g
students for admission to the College.

2.

Otterbein College does not discrimin ate in
regard to race, creed, gender, sexual orientation, national origin, age, political affilia-

4

tion, or disablin g conditio n in its financia l
aid policy.
3.

The Directo r of Minority Enrollm ent is responsible for the developm ent and impleme ntation
for a Plan of Action with the goal of improvin g
the diversi ty of the student populat ion.

III.IMPLE MENTAT ION OF AFFIRMATIVE ACTION POLICY
A.

Respon sibility

1. Overall respons ibility for the Affirma tive
Action policy lies with the Preside nt of the College .
2. Respon sibility for impleme nting the policy has
been delegate d to the Vice Preside nt for Academi c Affairs
(academ ic personn el) and the Vice Preside nt for Busines s
Affairs (non-aca demic personn el). The Vice Preside nt for
Academi c Affairs shall serve as Affirma tive Action Officer
of the College .
3. All area vice preside nts, departm ent
chairpe rsons and supervi sors shall be respons ible for
carrying out the Affirma tive Action policy in their
departm ents.
4.
Each vice preside nt mention ed above shall keep
documen tation of all Affirma tive Action efforts under their
jurisdic tion.
5. The Affirma tive Action Committ ee (see Appendix )
shall review the policy each fall and report to the College
Preside nt on its progres s.
B.

Dissemi nation of Informa tion

Success of this Affirma tive Action Plan requires the
coopera tion and support of all members of the Otterbe in
communi ty.
In addition , the larger communi ty in which
Otterbe in exists needs to be aware of our efforts in this
directio n. Toward these ends the followin g guidelin es are
establis hed:
1. A program of consciou sness raising with regard
to minorit ies and women shall be devised for both academi c
and non-acad emic employe es. This shall include
opportu nities for discussi on led by an individu al who is
knowled geable about the problem s encount ered by these
groups.
2. A complet e copy of the Affirma tive Action Policy
shall be given to all Otterbe in College employe es at the
time of their hiring and to students at initial
matricu lation.
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3. Equal opportunity posters and age discriminati on
posters shall be permanently displayed in the primary
employment and interviewing area.
4. The College Affirmative Action policy shall be
discussed during all employee and student orientation
programs.
5. A summary of the College non-discrimi natory
policy shall be posted on bulletin boards in prominent
locations.
6. A report of all policy changes by the
Affirmative Action Committee shall be published in the
on-campus newsletter and in the Tan and Cardinal (student
newspaper) .
7. All advertisemen ts for employees shall be
accompanied by the phrase "Equal Opportunity Employer."
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APPENDIX B

January io, igea

Sexual Harassment Policy
Ott.rosin College
I.

General Policy on Sexual Harassment:

Consistent with its heritage as a Christian Liberal Arts Collage, Otterbei~
College strives to maintain an academic and working environment basad on tne
principle of the dignity and worth of every human being. Th• intimidation,
harassment, or •buse of any parson based on gender or on seX\Jal preference is
a violation of this fundamental principle of the College community. The issue
in seX\Jal harassment is not sexual practices in themselves but the coercion
and inappropriate use of power.
While a particular interaction must be offensive and unconsanted to oa
defined as harassment, faculty members and other individuals in positions of
authority should be sensitive to the questions about mutuality of consent
that may be raised and to the conflicts of interest that are inherent in ~er1onal ?'9lationships II/hare professional and educational relationships are also
involved.
The Collage does not condone and will not tolerate such sexual i~timidaticn,
harassment, or abuse. Such behaviors violate the privacy and dignity of individuals, and are in violation of federal and state laws. The College endorses the
Equal Employment Opportunity Commission and guidelines (April i980) and the
definition of sexual harassment employed herein is that of EEOC.
Reprisals against a staff member or a student for l:'9porting seX\Jal
harassment ara also against College policy. Of primary concern is the protection of human rights, especially personal safety, dignity, and self-ras;ec·~.
£vary attempt will be made to prctact any victim from further harassment or
injury. Only when l:'9sponsibla steps have been taken to prctact the victim wi!l
attempts be made to confront the accused and impose sanctions if appropriate.
Strict confidentialit y will be maintained, and records of unsubstantiate d cases
will be destroyed. ralsa accusations of saxual harassment may constitute
intimidation and harassment. They violate College policy and will be treatac
according to the guidelines outlined in this document.
II.

Policy Guidelines:
A. Oefinition. ror purposes of this policy and guidelines, sexual
harassment is defined as follows:
1.

SaX\Jal harassment of a student by a faculty or ataff member:
Un1111111lcome 1eX1Jal advances, nquests for aeX\Jal favors, or othar
varoal, pictorial, or physical conduct of a 1aX1Jal natul:'9 constitute
aaxual haraaamant of a atudant by a faculty or ataff member when:
a. Submission to such conduct is made either axplicitly or !mpl!c!tly
a term or condition of a atudant 1 1 access to a course of cocurricular activity or to the faculty or staff mamcar's other
lagitimate ~arvicas (e.g. advising, provision of letters of
recommendation s, etc.), OR

III.

Grievance Procedures :

These procedures are designed to allow for sufficient flexibility in
order to deal lldth the possible lldde range of incidenta t..iiich fall under
the tarm, sexual harassment. Most grievances should ba resolved through
discuasion. Individuals* are encouraged to engage in direct discussion with
racul ty, ataf1', or atudanta in an attempt to resolve tha ·problem. 11' such
discussions or other informal attempts at resolution 1'ail, the individual
may follow the formal procedures.

*

1.

Any individual t..iio 1'eels ha/she has bean sexually harassed should
be encouraged to discuss the incident(s) with a faculty/staff person
with \Jiom ha/sha reels comfortable. The members or the Affirmative
Action Committee are available to provide support and.counsel. This
discussion should assist in detarmining the validity of the charge
and the scope or the problem. A list of additional campus resources
for personal counseling will be provided along with this document
in the Campus Li re Handbook.

2.

If than is a basis for such a charge, the complainant should write
out a completa complaint or the incident(s) in as much detail as
possible. Any faculty or staff parson may assist in preparing the
initial complaint. This complaint shall be submitted to the Affir.nativa Action Officer 1'dthin three (3) 111Seks of the incident(s). This
complaint shall be kept in strictest confidentialit y by the Officer.

3.

The Affirmative Action Officer shall review the information to dater.nine
if there is a case. The Officer, with full knowledge and permission of
the aggrieved person, will contact the accused parson and re~uest a
written report of the alleged incident. This report should be received
within fiva (5) working days. A copy of the nport will be given to
tha accuaad.

4.

Tha Affirmative Action Officer will meat separately with the individuals
in an effort to clarify and understand the written descriptions of tne
alleged avant and determine if than is a reasonable basis for referring
it to the Grievance Committee.

S.

rollowing a raviaw of both reports, the Affirmative Action Officer may:
••

Oata:cmina that the information availablflll does not constitute
reasonable grounds for a case of sexual haraasmant;

b.

0.tarmina from the information available that grounds for a possible
aaX1Jal harassment case do axist and refer the caaa lldth written
reports to tha President with tha recommendation that a Grievance
Committee ba convened. Th• written statamants will ba referred
to the Chairperson of tha Grievance Committaa for Sexual.Harassm ent.
Both the aggrieved and tha accused parsons will be given written
notice that the Griavance Committee will haar the case;

Individuals may refer to student, faculty member, staff member.
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3.

a.

The decision of the Committee Ii/ill be determined by secret ballot
and majority vote and reported in writing within five (5) days
of the conclusion of deliberations. There are no abstentions. If
a member of the Committee lllishes to write a minority opinion, it
should be dona, and the report shall accompany the recommendation.

r.

The Affirmative Action Officer may be present at the hearing as an
intarestad observer but may not be present l&dian tha decision of the
Grievance Committee is being made.

g.

If the Committee has voted that sexual harassment has occurred, the
report is submittad to the President by tha Chair lllithin five (5)
working days. Copies of the report shall also be given to both
parties. The President shall initiate the appropriate College
procedure for further action. See appropriate sections of Campus
Ufa Handbook, raculty, Administrative and Staff Manuals.

h.

If the Committee has voted that sexual harassment has not occurred,
the Chair notifies the persons involved, the Affirmative Action Officer
and the President. rurther proceedings are terminated. In the
avant of such action, no reflect.ion of the incident lllill be a part
of the records of student, staff, or faculty-member. All records
lllill be dastn,.yed follollling time allowed for appeals. Copies of
the report shall be given to both parties and the President.

i.

E.i.thar party has the right to appeal the decision of the Grievance
Committee to the pnsident within five (5) 1«1rking days following
the notification.

J.

The individual bringing the charges may petition to terminate the
proceedings at any stage by so notifying the Affirmative Action
Officer. rollollling an evaluation of such a petition he lllill respond
to the individual lllithin five (5) working days.

The time elapsed during the entire grievance procedure from receipt of
the written complaint to the final disposition of the matter, shall not
exceed sixty (60) days.

APPENDIX C
ARTICLE XVII, OTTERBEIN COLLEGE BY-LAWS, PERSONNEL APPEALS HEARING
COMMITTEE
SECTION 1. MEMBERSHIP: FIVE TENURED FACULTY MEMBERS, NOMINATED IN
ACCORDANCE WITH THE PROVISIONS OF ARTICLE IV, SECTION 5, AND
ARTICLE XIV, BUT THESE PROVISIONS SHALL INCLUDE THE REQUIREMENT OF
INITIAL NOMINATION BY PETITION SUPPORTED BY TWO FACULTY MEMBERS.
NONE OF THE MEMBERS MAY BE A TRUSTEE, A DEPARTMENT CHAIR, AN
ADMINISTRATIVE OFFICER, OR A MEMBER OF THE PERSONNEL COMMITTEE OR
ITS SUBCOMMITTEE ON SABBATICAL LEAVES.
SECTION 2. THE PERSONNEL APPEALS HEARING COMMITTEE SHALL HEAR
GRIEVANCES RELATED TO ACADEMIC FREEDOM, OR ADVERSE DECISIONS
RELATED TO RETENTION, TENURE, PROMOTION, OR LEAVES WHEN IT IS
ALLEGED BY THE AGGRIEVED PERSON MAKING THE APPEAL THAT DECISIONS
RESULTED FROM PREJUDICE, FORMS OF DISCRIMINATION PROHIBITED BY
STATE OR FEDERAL LAW, OR INSUFFICIENT REGARD FOR FUNDAMENTAL
STANDARDS OF FAIRNESS INHERENT IN DUE PROCESS.
SECTION 3. APPEALS BY NON-TENURED FACULTY, CONTESTING
NON-REAPPOINTMENT, MAY NOT BE BASED ON DISAGREEMENT WITH JUDGMENT
OF QUALIFICATIONS OR INSTITUTIONAL NEEDS. THE AGGRIEVED PARTY
MEETING THE QUALIFYING STANDARDS IN SECTION 2 SHALL BE GIVEN THE
RIGHT TO APPEAR BEFORE THE PERSONNEL APPEALS HEARING COMMITTEE. THE
COMMITTEE WILL MAKE ITS REPORT AND RECOMMENDATION TO THE BOARD OF
TRUSTEES THROUGH THE PRESIDENT.
SECTION 4. DUE PROCESS STANDARDS TO BE FOLLOWED BY THE PERSONNEL
APPEALS HEARING COMMITTEE SHALL BE STATED IN THE FACULTY MANUAL AND
SHALL BE SUBJECT TO THE REVIEW PROCEDURES REGARDING PERSONNEL
POLICY STATEMENTS AS OUTLINED IN THE BY-LAWS ARTICLES CONCERNING
THE FACULTY COUNCIL AND THE PERSONNEL COMMITTEE.
SECTION 5. AS QUALIFIED BY SECTION 6, THE PRESIDENT SHALL TRANSMIT
TO THE BOARD OF TRUSTEES OR ITS EXECUTIVE COMMITTEE A FULL REPORT
OF THE PERSONNEL APPEALS HEARING COMMITTEE. IF THE BOARD CHOOSES TO
REVIEW THE CASE, ITS REVIEW SHALL BE BASED ON THE RECORD OF THE
PREVIOUS HEARING, AND IF NECESSARY, FURTHER ARGUMENTS BY THE
PRINCIPALS OR THEIR REPRESENTATIVES. IF A DECISION TO OVERRULE THE
PERSONNEL APPEALS HEARING COMMITTEE IS MADE, A SPECIAL COMMITTEE
APPOINTED BY THE BOARD OR ITS EXECUTIVE COMMITTEE MUST HEAR THE
ENTIRE CASE UPON THE REQUEST OF THE FACULTY MEMBER.
(Continued on the Reverse Side)

APPENDIX D
DRUG FREE WORKPLACE POLICY

The following policy is created to comply with the Drug-Free
Schools and Communities Act Amendments of 1989 (Public Law
101-226), which requires the College to sign a certification
in order to receive any Federal funds. The College must
show that it has adopted and implemented a program to
prevent the illicit use of drugs and the abuse of alcohol by
students and employees.
At a minimum, the College's compliance Program must include
the annual distribution of five descriptive statements
prescribed by PL 102-226 to each student and employee.
There is no distinction between full-time and part-time,
permanent or temporary.
The use, possession, sale or distribution of alcohol,
illegal drugs or improper or abusive use of legally
prescribed drugs, or other intoxicating substance by
employees while working or while on College premises is
prohibited.
For the purpose of this policy, illegal drugs include
narcotics, hallucinogens, depressants, stimulants, other
substances (e.g., LSD, PCP, Cocaine, Marijuana, etc.) which
can affect or hamper the senses, emotions, reflexes,
judgment or other physical or mental activities, and
controlled medication not prescribed for personal treatment
by a licensed physician to address a specific physical,
emotional or mental condition. For the purpose of this
policy, medication or prescribed drugs are drugs an
individual is taking under the direction of a licensed
physician to address a specific physical, emotional, or
mental condition.
Subject to the limitations in this paragraph, drug or
alcohol testing may be required for any individual employee
in any position, for cause, as directed by the appropriate
Vice President or his/her designee. An employee may be
required to undergo such testing immediately with the
appropriate Vice President or his/her designee if it is
determined there are objective indications of behavior,
demeanor, speech, appearance, breath, or job performance
which create reasonable suspicion that the employee has been
impaired by drugs or alcohol while in the scope of his/her
employment by Otterbein College; when an employee is
involved in a work-related accident, causing injury to a
person or damage to property, for which drug or alcohol
impairment may reasonably have been a contributing factor.
An employee who refuses to sign a consent form to allow
testing with test results to be presented to the appropriate
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CHAIRPERSON'S HANDBOOK
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POSITION DEFINITION.

The department chairperson is a member
of both the faculty and the administratio n. In the dual
roles the individual is the liaison between departmental
faculty and the central administratio n, with a particularly
close supporting relationship to the academic dean.
The chairperson' s dual roles mean that each will be
expected to continue meeting in an exemplary way the
teaching, research and service responsibili ties of faculty
members, while taking on the additional administrati ve tasks
described below. In recognition of the increased
professional commitment of chairpersons , the dean negotiates
with each one an appropriate reduction in teaching load and
recognizes leadership contribution s in the personnel reward
system.
Because they participate actively in the curriculum,
personnel and budgetary processes and procedures with the
College, chairpersons hold pivotal appointments in the life
of the institution. The intent of this handbook is to
facilitate the implementatio n of their responsibili ties and
as a result make us all better servant-lead ers of the
faculty and students at Otterbein.
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I.

PERSONNEL.
A.

Tenure.

Promotion.

Renewal of Term Appointments.

It is difficult to think of any decisions we make
as faculty which are more important than those related to
our faculty colleagues with whom we work. The 1989 Faculty
Manual describes in great detail the criteria to be used and
procedures, including calendar deadlines, we must follow in
making decisions on tenure, promotion and renewal of term
appointments. Failure to evaluate colleagues by the
criteria or to meet calendar deadlines not only raises the
specter of inequity in the professional review of colleagues
but also opens you and the College to potential litigation.
The heart of our personnel evaluation system is
peers evaluating peers. Consequently, each department
should appoint a tenure and promotion committee composed of
a minimum of three members, including the chairperson. All
tenured members of the faculty should serve on this
committee and at least one untenured faculty may be part of
it. The Committee may solicit written comments about the
candidate from all department members. In departments in
which the size and/or faculty composition preclude
organizing a committee in this way, after consultation with
the academic dean, the chairperson will appoint a committee
that includes appropriate faculty from collateral
departments.
Each faculty member being considered for tenure,
promotion or renewal of term appointments must be evaluated
by a department committee. Using the criteria enumerated in
the Manual, the committee will send to the Personnel
Committee by the deadline established in the same Manual a
recommendation with rationale on the future personnel status
of the faculty member being reviewed. The department
chairperson may or may not chair the review committee. The
chairperson has the prerogative to prepare a review report
which is independent of that of the committee. In all
cases, the candidate being evaluated must receive a copy of
the recommendations being sent to the Personnel Committee.
B.

Annual Faculty Review.

Using the form provided by the dean's office,
department chairpersons must conduct an annual performance
evaluation of each member of the faculty. After consulting
with the person reviewed and giving each a chance to respond
in writing, the chairperson's and faculty member's
statements are to be sent to the dean's office. Since these
reports are used by the dean and chairperson in determining
annual salary adjustments, they must be in the dean's office
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by May 1, preferably earlier. During the first week of May,
each chairperson will meet with the dean to discuss the
performance of each department member.
Annual faculty reviews must use data secured from
the faculty person, classroom visitations by the chairperson
and other colleagues, and at least two formal student
teacher/course evaluations. The goal of the annual faculty
review, in addition to assistance in determining salaries
for the next academic year, is primarily formative. That
is, faculty members and chairpersons should discuss the
evaluative data collected from a number of sources and agree
upon professional goals for the following year and the
formative steps that will be taken to achieve them.
Chairpersons are reviewed annually both as
teaching faculty and departmental administrators. The
faculty evaluation will be based upon the data and criteria
used in the review of all faculty. While the chairperson,
department members and dean will consult on the methodology
and criteria used in evaluating chairpersons as
administrators, the following are the primary issues for
consideration:
1. Effectiveness in dealing with personnel issues
such as hiring of new faculty, administration of faculty
personnel policies and procedures, and informal daily
professional relationships between and among department
colleagues.
2.
Leadership in the continuing development of
the curriculum. Openness to innovative approaches to it and
to instructional methodologies.
3.
Vision for the department. What is the plan,
the goals, toward which the department is working over the
next three to five years?
4.
Miscellaneous considerations: How effective
is the chairperson in administering the budget, in
supporting formative faculty development, in advocating the
department's needs, in supporting the teaching, research and
service responsibilities of the faculty?
Only persons being considered for tenure and
renewal of term appointments will be given summative
evaluations. Even then, they should be conducted with the
goal of contributing to the formative development of the
faculty member. The materials collected and recommendations
submitted by the department for persons being evaluated for
summative purposes will complete the annual review
obligation of the chairperson and that individual.
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c.

Faculty Searches.

By October 15, departments will submit to the
dean's office requests, with rationale, for additional or
replacement faculty. The dean will review these with the
President and inform the chairperson of the disposition by 1
November.
If authorization is given to conduct a search, the
chairperson and dean will consult on the text of the
position announcement, closing date for applications, and
publications in which to announce the search. As the
chairperson and department prepare the position description,
consideration should be given to the three to five year
curriculum plan, to current personnel resources and the need
for an individual to fill an uncovered area of the
discipline, and the degree distribution of faculty.
In all cases affirmative action/equal employment
opportunity policies and procedures must be followed, and we
must be able to document compliance with them.
Until sufficient support staff at the department
level is available, applications will be collected in the
dean's office.
(Departments may choose to have applications
sent directly to the department chairperson. Should that
occur, the chairperson will be responsible for all
correspondence with applicants, after approval from the
dean's office handle all travel, lodging and board
arrangements for candidates brought to campus, and document
compliance with AA/EEO guidelines.) As soon as the application deadline arrives, the dean's office will turn over to
the department chairperson the resumes of all candidates.
After review by a department search committee, the
chairperson and the dean will agree upon a maximum of three
candidates to invite to campus for interviews. Unless
responsibility is assumed by the department as described
above, the dean's office will work with the chairperson to
arrange the visit of each candidate.
During the visit, which preferably should be one
complete day but may be extended to a second if the
department feels that time is needed, candidates should meet
with the President, dean, and members of the Personnel
Committee but spend most of their time with members of the
department. Many departments find that a presentation to a
class and/or assembled faculty is useful in evaluating
applicants. While the College does not want to shortcircuit the interviewing process, as administrators of the
College's budget chairpersons are expected to be prudent in
scheduling the length of the visit and in hosting them at
lunches and dinners.
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When the interviews are completed, the department
will recommend its top selection to the dean. If several
applicants are acceptable, the department should rank order
them. After the chairperson and dean review the
recommendati on and discuss issues such as salary, rank, and
faculty status, the dean will contact the individual and
negotiate the terms of an offer. Assuming success, the
search is completed when the candidate returns a signed
contract to the dean's office. If this does not occur, or
the department and College do not identify an acceptable
potential faculty member, the search process must begin
again.
D.

Part-time Faculty.

With the increase in the number and types of
academic programs offered by Otterbein has come increasing
dependence upon the use of part-time faculty. The 1989
Faculty Manual includes a section on this important segment
of our faculty.
It specifies appointment and evaluation
procedures, the responsibili ties of part-time instructors,
and the fringe benefits for which they are eligible.
Chairpersons are responsible for identifying and
employing the part-time faculty.
Chairpersons should work
directly with the Director of Continuing Studies in
establishing the conditions of employment for each lecturer.
The dean's office will provide all the support it can, too,
in the successful selection of part-timers. In each case we
expect to employ persons who meet the academic standards of
the College set by the full-time faculty.
As much as possible, chairpersons should integrate
part-time faculty into the activities of the department. In
particular, we must invite them to academic events such as
the Fall faculty conference and interterm seminars so that
they hear and contribute to discussions of issues
confronting Otterbein and higher education today.
II.

CURRICULUM.
A.

Review.

One of the measures of the academic integrity of the
College is its curriculum. The departments are the
generators of the standards expected of students who enroll
in the courses and claim majors, minors or concentratio n in
each area. As the leader of the department, the chairperson
is responsible for certifying to the College community that
its curriculum reflects contemporary scholarship, is
presented through the use of teaching methodologie s that
facilitate student learning, and prepares students for the
next steps in their professional lives.
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This means that the chairperson should lead an annual
informal review with department faculty on the state of the
curriculum. As mandated by the Curriculum Committee, every
five years the department will undergo an extensive internal
and external curricular evaluation. Recognizing that some
departments are reviewed, as well, by external professional
associations, the College will coordinate these evaluations
with those mandated internally. In all reviews of the
curriculum, the chairperson is responsible for their
successful implementation and outcome.
Guidelines for the five year reviews continue to be
refined by the Curriculum Committee, but the Committee
chairperson and dean are prepared to assist chairpersons in
establishing the procedures and format for the final report.
Changes in the department curriculum resulting from the five
year study, as well as any alterations proposed after the
annual review, move from the department through Otterbein's
formal governance procedures. Again, the chairperson
represents the department through these formal procedures.
B.

Scheduling of Classes.

Our curriculum becomes alive for our faculty and
students through the scheduling of classes in mutual cooperation with the Registrar and the Director of Continuing
Studies. The chairperson's role in the process is pivotal
to the success of our academic program. In meeting that
responsibility many factors come into play, including he
availability of appropriate faculty for teaching the classes
(sabbatical leaves must always be considered in building a
schedule) and the need for students to enroll in the courses
required to complete the department's program.
An equally important consideration when developing
a schedule is Otterbein's commitment to the liberal arts,
expressed very clearly by the Integrative Studies program
and the requirements in it which are pre-requisites for
graduation. Department chairpersons must work closely with
the I.S. chairperson in making certain that courses are
scheduled that enable students at all status levels to meet
the I.S. requirements.
To make the best use of its resources, occasions
may arise when low enrollment in a course requires its
cancellation. As a general guideline, department chairpersons should discuss with the Registrar and Director of
Continuing studies day classes enrolling fewer than five
students and evening classes with less than seven. Courses
with fewer than five and seven respectively will be
cancelled, although appeals to the dean are considered.
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III. Budget Management.
By December 1 of each academic year, department
chairpersons will submit to the dean's office a proposed
budget for the next fiscal year.
The maximum increase in
operating lines will be determined by the Vice President for
Business Affairs. While chairpersons have the opportunity
to shift allocations from one line to another, the total
budget should not exceed the original plus approved
percentage growth. Rationale should be provided for
increases beyond the authorized per cent and for totally new
requests.
Requests for new non-faculty staff positions or
adjustments in grade levels/titles of existing staff should
be submitted with the annual budget proposals. Again,
rationale must be provided, including documentation that the
new position or title adjustment carries the responsibilities expected by the College for that level of
appointment.
All of us who administer budgets are responsible
for keeping within the authorized allocations. Again,
shifts may be made among the operating lines, but for the
fiscal health of the College we must not exceed the total
operating budget. If a chairperson realizes at some point
during the fiscal year that the budget may be insufficient
to meet unexpected developments in the department,
discussions should be held as soon as possible with the
dean.
IV.

Other Responsibilities
A.

Faculty Development.

Chairpersons and the dean share a responsibility
to support faculty in their professional development. Using
the data provided by a number of evaluation sources and our
own interaction with faculty colleagues, the annual review
should include a description of goals for the coming
academic year. When agreed upon by the chairperson and the
faculty person, they become the professional development
program for the year and are among the criteria used in the
annual review the following year. The dean is prepared to
provide the College resources available to support
individual faculty development programs and looks for
assistance from chairpersons in allocating them.
B.

Advising.

In conjunction with teaching, effective advising
of students is one of the primary professional responsibilities of the Otterbein faculty. Because students are the
focus of our educational program, we have an obligation to
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provide them with effective advising. Consequently, it is
important that chairpersons monitor the quality of advising
given by each department member. The level of that quality
should be discussed at each annual performance review.
While most advising responsibilities are met
during the course of the year, chairpersons will be asked to
provide faculty advisers for summer orientation weekends
which occur on one Saturday in July and another in August.
Similarly, students entering the College in the January term
will need to meet with an adviser during the December
interterm.
Chairpersons of large departments may want to
consult with the Associate Academic Dean in assigning
advisees in order to balance advising loads in the
department or to assign students to department members who
work particularly well with special groups (e.g.,
"undecided," special areas within the discipline.).

c.

Admission.

In cooperation with the Admission office,
chairpersons should gain an understanding of, and when
appropriate be involved in, recruitment activities. This
does not mean that the chairperson must be the department's sole representative at every admission function. The
chairperson is responsible, however, for enlisting departmental support for recruitment activities.
D.

Grants.

While the teaching, advising and committee load
carried by Otterbein faculty is heavy, chairpersons should
encourage department faculty to work with the Director of
Grants and Special Projects in preparing proposals to enrich
the curriculum, support faculty development, or secure
equipment that might not be available through the general
fund.
IN CONCLUSION
There are probably other expectations of chairpersons
which should be addressed in this handbook, but to continue
might erode the goal of an overview of the responsibilities
of chairpersons. If specific issues are not addressed here,
it is most likely that they are in another College publication. The monthly chairpersons meetings provide
opportunities, too, to discuss matters that cannot be
anticipated no matter how detailed a handbook. The intent
of this document, then, is to clarify the general
parameters of the important work chairpersons do for the
College. That is recognized with grateful appreciation.
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GUIDELINES AND TIME TABLE FOR CHAIR EVALUATIONS

Having described the position of chairpersons, the next
steps in strengthening this important responsibility in the
administration of the College's academic programs are to
provide guidelines for evaluating chairpersons and to
establish a time table for performance review of persons
holding the positions.
The rationale for a time table is the decision by the
College to appoint chairpersons to five year terms. During
the fifth year of the term the department, Personnel
Committee, chairperson and dean will evaluate the chair's
performance and recommend to the President appointment to
another five year time or the selection of another person to
chair the department. The five year review will provide the
chairperson the opportunity to assess his/her own desire to
continue in that position. The goal fo this procedure for
chairing the department is, of course, to enhance the
leadership of each academic program of the College.
What follows are the guidelines for chairperson evaluation,
to which, if mutually agreed, the department and chairperson
may add quantitative or qualitative measurements of their
own, and a review calendar. While we begin with this
calendar, changes in chairpersons not related to reviews
will quickly alter it. The five year term begins with the
appointment of the person to the position.
Should the department or College have special concerns with
a chairperson's leadership between five year reviews, the
dean may request that an evaluation occur before the end of
the term.
GUIDELINES:

1.

CHAIRPERSON EVALUATION

PERSONNEL ISSUES:

How effective is the person in meeting the student and
faculty personnel crises that occur inevitably in any
organization; how skilled is the individual in dealing
positively with personnel in the department, especially in
rejuvenating the teaching and professional development of
faculty who may feel "burned out" or disgruntled with the
College?
Does the chairperson seek to hire the best person
available when an opening occurs or is the goal to clone the
existing department profile?
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How effective is the chairperson in administration of
the faculty and staff evaluation program? Even though
agreement on an evaluation might not occur in each case, do
faculty see evaluations as being conducted in a fair,
equitable manner? Does the chairperson support actively
formative faculty development, as well as meet
responsibilities for summative reviews?

2.

CURRICULUM:

Does the chairperson lead in an annual discussion of
the appropriateness and effectiveness of the curriculum,
even when a formal review is not being conducted? Does the
chairperson lead in keeping the curriculum current with
pedagogical and research advances in the discipline? Is the
chairperson open to advocating these advances, even if
opposition may occur?
3.

VISION:

Does the chairperson demonstrate vision for the
department, asking questions and developing plans for where
it might be in 3 or 5 years? Is the chair looking to the
future or is the individual stuck in the past or the
present?
4.

MISCELLANEOUS ISSUES:

Effectiveness in administration of budget; in
supporting the College's student recruitment efforts; in
encouraging scholarship in both pedagogy and discipline; in
challenging the dean when necessary and supporting when
possible?
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CHAIRPERSONS

1991-92:

FOREIGN LANGUAGES
INTEGRATIVE STUDIES

1992-93:

LIFE/EARTH SCIENCES
MATH/COMPUTER SCIENCES
MUSIC
NURSING

1993-94:

HEALTH/PHYS.EDUC-MEN
HEALTH/PHYS.EDUC-WOMEN

1994-95:

RELIGION/PHILOSOPHY
SOCIOLOGY
SPEECH COMMUNICATION
THEATRE/DANCE

1995-96:

BADM/ACCT/ECON
CHEMISTRY
EDUCATION
PHYSICS
PSYCHOLOGY
VISUAL ARTS

1996-97

ENGLISH
EQUINE SCIENCE
HISTORY/POLITICAL SCIENCE
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-12ACADEMIC YEAR DEADLINES FOR DEPARTMENT CHAIRPERSONS

OCTOBER 1:

Request for new and replacement faculty
positions due in dean's office.

NOVEMBER 1:

Letter of evaluation must be included with
sabbatical proposals being submitted by
department members.

DECEMBER 15:

Operating budget requests due in dean's
office.

END OF FIRST WEEK OF WINTER QUARTER: Completed professional
dossiers for those being considered for
tenure and promotion due in dean's office.
MARCH 1:

Completed professional dossiers for those
being considered for renewal of term appointments due in dean's office.

MAY 1:

Annual performance evaluation of faculty
members not being considered for tenure, promotion or renewal of term appointment due in
dean's office.

MAY 1-15:

Schedule meetings with dean to review faculty
evaluations and to recommend salary
increments.

JUNE 30:

Departmental Annual Report due in dean's
office.
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SECTION THREE
FRINGE BENEFITS
Following is a summary of the various benefits provided by the
College to full-time members of the faculty. Any changes in any
fringe benefits provided must be approved by the Board of
Trustees upon recommend ation of the Personnel Committee in
consultat ion with the Faculty Council. More details on these
programs may be obtained from the Business Office. Part-time
faculty benefits are described in Section Five.
I. LIFE INSURANCE. All full-time employees who have completed
one year of full-time employmen t participa te in the life
insurance program provided through E.I.I.A. The total cost of
this insurance is paid by the college but the coverage only
becomes effective after the employee has signed an applicatio n
form indicating beneficia ry(ies) at the business office. The
amount of the insurance equals the annual regular earnings,
excluding overload or other special payments, and is determine d
to the nearest thousand dollars. Shortly after enrolling , each
employee receives a certifica te of coverage. An equal amount of
accidenta l death and dismember ment coverage is provided and full
paid by the College.
II. MEDICAL INSURANCE. Otterbein College provides two health
insurance plans in which both individua l and family coverage
options are available to all full-time faculty.
Applicatio n must be made at the Business Office within 30 days
after date of employmen t or within the annual open enrollmen t
period held in May/June each year.
The College pays the total premium for the employee in the
E.I.I.A. plan or an equivalen t dollar amount for the other health
~ plan options.
Informatio n about medical and dental plans can be secured from
the Office of the Vice President for Business Affairs.
The following plans are currently available to the faculty:
1.

E.I.I.A. Tradition al Plan - Health Insurance with a
deductibl e.

2.

Health One- Health Maintenan ce Organizat ion

III.DENTAL INSURANCE. Dental insurance is available with the
same eligibili ty required as for the medical insurance . The
College pays the premium for full-time employees .
IV. ILLNESS/D ISABILITY .
A.
Illness Provision . By definition , a long-term disability
is not recognize d for 30 days.
In order to span this period from
the beginning of an incapacit ating illness to the beginning of
payments from the disability insurance program, Otterbein has
adopted the "illness provision " regulation .

FACULTY MANUAL
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IV. ILLNESS/DISABILITY.
Illness Provision. By definition, a long-term disability is not recognized for 30 days. In
A.
order to span this period from the beginning of an incapacitating illness to the beginning of payments
from the disability insurance program, Otterbein has adopted the "illness provision" regulation.

If a disabling illness or injury occurs after the start of the full-time contract period, the college will pay the
employee one full month's salary (l/12 of the contracted annual salary) for the first 30 calendar days
following the onset of the illness or injury. If the effects of the illness or injury continue, the disability
insurance payments will begin. If the individual is declared able by the physician to assume full-time
duties prior to receipt of disability insurance payments, the President and the Academic Dean will, if
necessary, assign appropriate work and will return the individual to the full salary pattern.
In computing disability periods, normal academic year college breaks should be counted the same as times
classes are in session. If the injury or illness occurs during the swnmer period when faculty are not under
contract, counting for disability purposes will begin on SEPTEMBER l. Faculty disability during the
academic year applies as stated above during the academic year. The faculty member may choose to
resume the regular salary rate for the summer non-contract period after the first year of disability as
prorated to the number of days of service provided by the individual. This is feasible since there are no
duties during the non-contract summer break. After the first year, if the disability continues, the person
will continue to receive payments and will not have a regular contract to prorate to the next summer
break.
Otterbein College will continuing paying its normal share of all premiums for medical, dental, disability,
life insurance and retirement contributions which are in effect on the date of the disability to continue for
one calendar month following the month the disability commences. If the employee wishes to continue
the medical, dental, and life insurances by the first of the month after this date, premiums must be paid to
the Business Office by the first day of each month. The College will continue its share of contributions to
the disability insurance and the retirement plan at the percentage rate in effect on the date of disability.
Long-Tenn Disability Insurance. All full-time faculty who have completed one year of
B.
in the Long-Term Disability Insurance Program. The employee shares in the cost
participate
employment
month to the premium with the balance paid by the College. The employee
per
$2.00
by contributing
and payroll withholding form at the Business Office before the
authorization
an
signed
must have
insurance can go into effect. Employees who are injured off the job or who suffer a major illness may
apply for total disability benefits which begin approximately 30 calendar days after the initial date of
injury/illness. In general, the individual'' physician determines when a covered disability exists although
a second opinion may be required. The long-term disability benefit, when added to Social Security and
any other disability benefits to which an individual is entitled, provides a benefit of 60% of regular
monthly salary. A detailed plan description is available from the Business Office.
V. MATERNITY LEAVE. Pregnancy and child birth will be treated as any other medical condition
requiring absence from the campus. If the absence exceeds 30 calendar days, then the woman is
considered to be on long-term disability and is eligible for insurance coverage (see SECTION FOUR, B.)
The woman is assured of returning to the identical or similar faculty position within the College.

YOUR RIGHTS UNDER THE
FAMILY AND MEDICAL LEA VE ACT OF 1993
FMLA requires covered employers to provide up to 12 weeks of unpaid. job-protected leave to "eligible"
employees for certain family and medical reasons. Employees are eligible if they have worked for a
covered employer for at least one year, and for 1,250 hours over the pre\'ious 12 months, and if there are
at least 50 employees \\'ithin 75 miles.

REASONS FOR TAKING LEAVE: Unpaid leave must be granted for fil!Y of the following reasons:
•
•
•

to care for the employee's child after birth, or placement for adoption or foster care;
to care for the employee's spouse, son or daughter, or parent who has a serious health condition; or
for a serious health condition that makes the employee unable to perform the employee's job.

At the employee's or employer's option, certain kinds of paid leave may be substituted for unpaid leave.

ADVANCE NOTICE AND MEDICAL CERTIFICATION: The employee may be required to provide
advance leave notice and medical certification. Taking of leave may be denied if requirements are not
met.
•
•

The employee ordinarily must provide 30 days advance notice when the leave is "forseeable".
An employer may require medical certification to support a request for leave because of a serious
health condition, and may require second or third opinions (at the employer's expense) and a fitness
for duty to return to work.

JOB BENEFITS AND PROTECTION:
•
•
•

For the duration ofFMLA leave, the employer must maintain the employee's health coverage under
any "group health plan".
Upon return from FMLA leave, most employees must be restored to their original or equivalent
positions with equivalent pay, benefits, and other employment terms.
The use of FMLA leave cannot result in the loss of any employment benefit accrued prior to the start
of an employee's leave.

UNLAWFUL ACTS BY EMPLOYERS: FMLA makes it unlawful for any employer to:
•
•

interfere with, restrain, or deny the exercise of any right provided under FMLA;
discharge or discriminate against any person for opposing any practice made unlawful by FMLA or
for involvement in any proceeding under or related to FMLA.

ENFORCEMENT:
•
•

The U.S. Department of Labor is authorized to investigate and resolve complaints of violations.
An eligible employee may bring a civil action against an employer for violations.

FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local
law or collective bargaining agreement which provides greater family or medical leave rights.

FOR ADDmONAL INFORMATION: Contact the nearest office of the Wage and Hour Dhision,
listed in most telephone directories under U.S. Government Department of Labor.
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If a disabling illness or injury occurs after the start of the
full-time contract period, the college will pay the employee one
full month's salary (1/12 of the contracted annual salary) for
the first 30 calendar days following the onset of the illness or
injury. If the effects of the illness or injury continue, the
disability insurance payments will begin. If the individua l is
declared able by the physician to assume full-time duties prior
to receipt of disability insurance payments, the President and
the Academic Dean will, if necessary , assign appropria te work and
will return the individua l to the full salary pattern.
In computing disability periods, normal academic year college
breaks should be counted the same as times classes are in
session. If the injury or illness occurs during the summer
period when faculty are not under contract, counting for
disability purposes will begin on SEPTEMBER 1. Faculty
disability during the academic year applies as stated above
during the academic year. The faculty member may choose to
resume the regular salary rate for the summer non-contr act period
after the first year of disability as prorated to the number of
days of service provided by the individua l. This is feasible
since there are no duties during the non-contr act summer break.
After the first year, if the disability continues , the person
will continue to receive payments and will not have a regular
contract to prorate to the next summer break.
Otterbein College will continue paying its normal share of all
premiums for medical, dental, disability , life insurance and
retiremen t contribut ions which are in effect on the date of
disability to continue for one calendar month following the month
in which the disability commences . If the employee wishes to
continue the medical, dental and life insurance s after this date,
premiums must be paid to the Business Office by the first day of
each month. The College will continue its share of contribut ions
·to the disability insurance and the retiremen t plan at the
percentag e rate in effect on the date of disability .
B. Long-Term Disability Insurance . All full-time faculty
who have completed one year of full-time employmen t participa te
in the Long-Term Disability Insurance Program. The employee
shares in the cost by contributi ng $2.00 per month to the premium
with the balance paid by the College. The employee must have
signed an applicatio n and payroll withholdin g form at the
Business Office before the insurance can be put into effect.
Employees who are injured off the job or who suffer a major
illness may apply for total disability benefits which begin
approxima tely 30 calendar days after the initial date of
injury/ill ness. In general, the individua l's physician
determine s when a covered disability exists although a second
opinion may be required. The long-term disability benefit, when
added to Social Security and any other disability benefits to
which an individua l is entitled, provides a benefit of 60% of
regular monthly salary. A detailed plan descriptio n is available
from the Business Office.
V. MATERNITY LEAVE. Pregnancy and child birth will be treated
as any other medical condition requiring absence from the campus.
If the absence exceeds 30 calendar days, then the woman is
considered to be on long-term disability and is eligible for
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insuran ce covera ge (see SECTION FOUR, B.) The woman is assured
of returni ng to the identic al or simila r faculty positio n within
the Colleg e.
VI. LIABILITY INSURANCE.

Otterb ein Colleg e provid es $5,000 ,000

of liabil ity insuran ce which covers all trustee s, office rs and
employ ees. While the policy covers $5,000 ,000 in aggreg ate,
individ ual covera ge is limited to $1,000 ,000. This policy is
underw ritten by Lloyd' s, London . The intent of the policy is to
provid e covera ge in the event of lawsui ts which result from
erroneo us or wrongf ul acts or omissio ns of employ ees in carryin g
out their offici al duties .
In additio n, the Colleg e provid es $1,000 ,000 under a genera l
liabil ity policy for losses related to bodily injury and proper ty
damage . This policy would come into play if an employ ee's action
resulte d in bodily injury or proper ty damage to anothe r
individ ual or their proper ty. This same genera l liabil ity policy
also provid es $1,000 ,000 of person al injury and advert ising
liabil ity which covers such action s as libel and slande r. The
genera l liabil ity policy is supplem ented by a $25,00 0,000
umbrel la liabil ity policy .
VII. PROPERTY INSURANCE.

The Colleg e proper ty insuran ce provid es

coverag e of up to $10,000 for the loss of person al proper ty on
campus . This coverag e is subjec t to $1,000 deduct ible, but the
indivi dual's homeow ners insuran ce should help with that.

VIII. EDUCATIONAL BENEFITS.
A. Educat ional Grant.
The depend ent childre n of full-tim e
Otterb ein Colleg e faculty member s employ ed prior to Octobe r 1.
1973, will receiv e aid to help defray the expens es of attend ing
any regula rly accred ited underg raduate college of their choice .
"The childre n of faculty member s employ ed after Octobe r 1, 1973,
will not be eligib le for the educat ional grant. Otterb ein
Colleg e will make up the differe nce between the tuition or
compre hensive fee charged at the institu tion attende d for a
non-re sident studen t (e. exclud ing room and board) and the amount
of aid the studen t is eligib le to receive from State and Federa l
Grants and any other schola rships or grants receive d, up to 60%
of Otterb ein's compre hensive fee. Paymen ts will be made direct ly
to the colleg e attende d and are consid ered applic able to tuition
charge s at that school . All paymen ts under this plan will be
limited strictl y to underg raduate educat ion.
To be eligib le to receive the educat ional grant for a depend ent
child, the eligib le employ ee must submit an applic ation form for
the benefi t prior to March 15 of the academ ic year preced ing the
grant period to the Vice Presid ent for Busine ss Affair s and a
Financ ial Aid form to the Colleg e Schola rship Servic e or a
comple ted copy of the Ohio Instru ctiona l Grant Applic ation and
Family Income Statem ent to the Direct or of Financ ial Aid at
Otterb ein Colleg e by May 15 of the academ ic year preced ing the
grant period . The Direct or of Financ ial Aid will notify the
employ ee of the estima ted amount of State or Federa l funds for
which the depend ent studen t is eligib le, if any, and will supply
forms and inform ation for applyin g for these grants . Failure to
apply or to submit the necess ary papers to the Financ ial Aid
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Office by the prescri bed deadlin es will result in a loss of the
benefi t for the year.
An educat ional grant for a maximum of eight semest ers or the
equiva lent will be granted for each child. No more than a total
of 24 semest ers or the equiva lent will be availa ble for all
depend ents of a faculty member . The child must be a depend ent as
define d by the Intern al Revenu e Servic e, must be enrolle d in a
region ally accred ited colleg e within 24 months of high school
gradua tion or comple tion of milita ry obliga tion, must attend
colleg e full-tim e as defined by the colleg e selecte d, and must
remain in good academ ic standin g.
The eligib le depend ents of a decease d faculty member shall
partic ipate fully in the educat ional grant program . The
educat ional grant program is not availa ble to part-ti me faculty .
B. Tuition Exchan ge Program . The depend ent childre n (as
determ ined by Intern al Revenu e Service ) of Otterb ein Colleg e
faculty member s who have been employ ed full-tim e for five years
or are tenured , are eligib le for the "Tuitio n Exchan ge" Program
with over 100 partici pating institu tions in the nation .
Eligib ility is the same as that listed above for Educat ional
Grant, A .. A depend ent interes ted in Tuition Exchan ge needs to
start the applic ation proces s approx imately 18 months prior to
the start of the freshma n year which should be by 24 months after
gradua tion from high school . To apply for Tuition Exchan ge, ask
for an applic ation form along with descri ptive materi als from the
Office of the Vice Presid ent for Academ ic Affair s.

c.

Schola rship Benefi ts at Otterb ein.

1. Faculty Member . After the first full year of
employ ment, any full-ti me member of the faculty may enroll in any
course offered by Otterb ein. Such enrollm ent must carry the Vice
'Presid ent for Academ ic Affair s' approv al and must not interfe re
with regula r duties . A fee of $25 per term is charge d in
additio n to applic able "speci al fees" as listed in the catalog ue
issue of the Colleg e Bullet in.
2. Spouse . After the first full year of employ ment, the
spouse of any full-tim e member of the faculty may be admitte d as
a regula r studen t and may enroll as a full-tim e or part-ti me
studen t. A fee of $25 per term is charged in additio n to
applic able "speci al fees".
(See the catalog ue issue of the
Colleg e Bullet in.)
3. Childre n. Depend ent childre n (as defined by Intern al
Revenu e Service ) of faculty member s will receive schola rships to
attend Otterb ein Colleg e for four calend ar years. The Colleg e
Schola rship will be calcula ted to make up the differe nce betwee n
tuition and the amount of aid the studen t is eligib le to receive
from State and Federa l grants and any other schola rships or
grants receive d. Upon applic ation by the parent , the monies
receive d from outside non-go vernme ntal source s may be applied to
roomin g costs in colleg e owned and sponso red facili ties. The
total of the schola rship benefi t and outside funds describ ed
above may not exceed the Otterb ein Colleg e compre hensive fee.
The depend ent will pay all other fees and charge s assesse d as a
studen t and must be admitte d by the Admiss ion Commi ttee. To
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receive the full benefi t as describ ed above, the parent must have
served full-tim e at Otterb ein Colleg e for a minimum of five
years. After one full year of employ ment of a faculty member ,
eligib le childre n will receive a schola rship comput ed as above
for up to 25% of the tuition charge . After three full years of
employ ment of the faculty member , eligib le childre n will receive
a schola rship comput ed as above for up to 50% of the tuition
charge . A maximum of two years of service in other institu tions
of higher educat ion may be counted toward servic e at Otterb ein.
The number of years of prior service to be counte d will be
mutual ly agreed upon betwee n the individ ual and the Vice
Presid ent for Academ ic Affair s at the time of employ ment
and will be recorde d in writing in the letter accomp anying the
first contra ct. The eligib le depend ents of a deceas ed faculty
member shall partic ipate fully in the schola rship grant program .
D. Off-Cam pus Study of Depend ents. The Schola rship
Benefi ts program is intende d to provid e for study on the
Otterb ein campus only. Howeve r, for certain course s of study a
period of off-cam pus study is an integr al part of the studen t's
educat ion and is include d under the plan. Benefi ts for
off-cam pus study are subjec t to the follow ing restric tions:
1. Approv al of the study must be grante d by the
approp riate govern ance commit tee.
2. Benefi ts from this program may be used only in
program s curren tly approv ed by the Off-Cam pus Study Commi ttee.
3. Otterb ein Colleg e will pay tuition and/or fees to
the other institu tion for one quarte r or semest er of study but
the total paid will not exceed the full-tim e tuition rate at
Otterb ein for one quarte r.
4. If the period of study at the other institu tion
·exceed s one quarte r or semest er, the studen t will be respon sible
for the extra tuition and fees at that institu tion.
5. studen ts are respon sible for travel and living
expens es involve d in all off-cam pus study. An except ion to this
rule will be granted if space is availab le in the vehicl e driven
by a faculty superv isor who is traveli ng to the study site.
6. For those who have served fewer than five years
at the time a child become s eligib le for the schola rship benefi t,
the amount of the benefi t will be comput ed as in SECTION THREE,

VIII, C.3.

IX. RETIREMENT

A. social Securi ty. Faculty member s are covered by the
Federa l Insuran ce Contri bution s Act, commonly known as Social
Securi ty. A percen tage of income , as establi shed by the Federa l
Govern ment, is deduct ed from the employ ee's monthl y payche ck. An
equal amount is contrib uted by the Colleg e which is not reflect ed
in the indivi dual's check. All employ ees with minist erial
creden tials may, by law, be consid ered as self-em ployed person s.
In these cases no deduct ion is made from the payche ck and a
separa te check is given the employ ee on a quarte rly basis for the
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Colle ge's contri bution . The emplo yee, in turn, is requir ed to
file his/he r own socia l secur ity tax repor t.
The Socia l Secur ity Admi nistra tion should be conta cted at
least three month s prior to the antici pated date of retire ment
so as to insure the timely receip t of benef its.
B. Retire ment Annui ties. Otterb ein makes availa ble to
qualif ied facult y, retire ment progra ms admin istere d by Teachall
ers
Insura nce and Annui ty Assoc iation of New York and Vangu ard Group
of Valley Forge , PA. The retire ment premiu ms in the TIAA/C
plans purch ase for the indivi dual an annui ty which matur es REF
at
retire ment. There is an 8% contri bution by the Colleg e which
also may be placed in any of the above funds. For emplo yees with
10 years or more servic e, the Colleg e contri bution is increa sed
to 13%. If emplo yees wish to make additi onal contri bution s, they
should be aware that there is a contri bution limit impose d by the
I.R.S. At the reque st of the emplo yee, the Busin ess Office will
assis t in calcu lating this limit. Inform ation outlin ing these
and other provi sions of the plan is availa ble in the Busin ess
Office . The annua l contra ct lists as separ ate items the total
dolla r value of the Colle ge's contri bution . All Colleg e and
indivi dual contri bution s are exemp t from curren t Feder al and
state incom e tax up to the I.R.S. limit. Requi remen ts for
partic ipatio n in the retire ment progra m are as follow s:
1. Emplo yees are eligib le to begin partic ipatio n in this
retire ment plan on or after the first day of the month after
compl eting two years of servic e at the Colleg e witho ut a break in
servic e and attain ing age 21.
2. All eligib le emplo yees are requir ed to begin parti ci,patio n in this retire ment plan no later than the first day
month after compl eting five years of servic e at the Colleg e of the
.witho ut a break in servic e and attain ing age 30.
3. Contr ibutio ns may be made by the indivi dual on
volun tary basis to any of the retire ment funds prior to the a
compl etion of the two years of servic e. Those contri bution s made
in this period are not matche d by the Colleg e.
4. Newco mers to the Otterb ein staff who are at least
half-t ime emplo yees and who are alread y membe rs of the TIAA
Retire ment Plan may, upon reque st, contin ue witho ut interr uptio n
and the Colleg e will contin ue its 8% contri bution . It is the
respo nsibil ity of the emplo yee to let the Busin ess Office know if
they curre ntly partic ipate in TIAA/CREF.
Indiv iduals should conta ct TIAA/CREF and/o r Vangu ard at
three month s prior to retire ment to notify them of their least
intent ion to retire and to selec t the appro priate payou t option s.

c. Health Insura nce. Indiv iduals who retire may contin ue in
the Colleg e health and denta l insura nce progra ms but must pay the
entire premiu m. Since chang es in enroll ment in the respe ctive
plans can only be made during open enroll ment period s prior
consi derati on should be given to insure enroll ment in the plan
choice at the time of retire ment. Upon attain ing the age of 65,of
indivi duals are eligib le to enrol l in the Medic are Carve- Out
progra ms offere d by E.I.I. A. and Health One which are design ed to

At its APRIL, 1991, meeting the BOARD OF TRUSTEES OF
OTTERBEIN COLLEGE approved granting immediate, full
participatio n in the College's retirement programs by
full-time faculty with at least two years experience as
a full-time faculty member at another college or
university. When the latter is met, Otterbein will
begin its contribution s to the retirement benefit
during the first year of employment at the College.
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coord inate benef its with the Medic are Progra m so as to afford the
same level of covera ge receiv ed under their regul ar progra ms.
Conti nuatio n of this covera ge is expec ted but is subje ct to
avail abilit y throug h the medic al insura nce carrie r. Retire es
should consu lt with the Busin ess Office one year prior to
retire ment to determ ine neces sary proced ures to keep active in
the progra m.
Retire d emplo yees are entitl ed to receiv e the same admit tance
benef its to Colleg e events as all emplo yees.
X. FRANKLIN COUNTY SCHOOL EMPLOYEES FEDERAL CREDIT UNION.
Any part-t ime or full-t ime member of the facult y or
of
Otterb ein Colleg e is eligib le to join the Frank lin Countystaff
Schoo l
Emplo yees Feder al Credi t Union . Autom atic paych eck withh olding
for saving s or payme nt of loans is availa ble upon reque st.
Addit ional inform ation is availa ble in the Treas urer's Office .
XI. UNITED STATES SAVINGS BONDS. Any part-t ime or full-t ime
member of the facult y or staff of Otterb ein Colleg e may buy
U.S.
Saving s Bonds regul arly each month throug h a paych eck withh olding
plan. Addit ional inform ation is availa ble in the Treas urer's
Office .
7/16/9 1

SECTION FOUR
SABBATICALS AND LEAVES

I.

SABBATICALS

The sabbatical leave program is the primary expression of the
College's commitment to faculty development. As such, faculty
are encouraged to prepare proposals which enable them to initiate
or continue study, research or curricular revisions in their
academic disciplines. The goals are to support the professional
growth of the faculty and to enrich the curriculum of the
College. The sabbatical leave period is for one term, and only
one faculty member per department may be on sabbatical during a
term unless there are more than seven faculty members in the
department. No more than 24% of the full-time faculty (that is
persons on tenure, tenure track and renewable term appointments)
will be on sabbatical leave during any academic year.
A.

Projects:

Sabbatical projects must fall within at least one of the
categories defined below.
1.

Scholarly endeavors a.
b.
c.
d.

2.

Continuing education a.
b.
c.
d.
e.

3.

Publishable research.
Creative production or performance.
Significant participation on a research team.
Production of a document which is addressed
to a lay audience and which expands the
knowledge of the audience about the writer's
discipline.

Work on a terminal degree in the applicant's
discipline.
Graduate work in a related discipline.
Study with a leader in the applicant's
discipline.
Study which broadens or deepens the applicant's
teaching area (including cross-discip linary
studies).
study not covered in other categories but which
is designed to enrich a faculty member in a way
meaningful in a liberal arts environment. Such a
project should not be proposed more than once in
four (4) consecutive leaves.

Projects directly related to the programs of the
College a.
b.
c.

Course development or improvement.
Curriculum revision.
Institutiona l research.

These projects must result in the production of
new materials which will be used in one or more of
the College programs.
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B.

c.

Eligibili ty:
1.

All full-time teaching faculty members are eligible
to participa te in the sabbatica l leave program.
Eligibili ty begins with the 16th term of continuou s
service under annual contract or the first available
term thereafte r.
(These terms will not include
Summer Session when it is a special contract.) After
the first leave, a faculty member is eligible for a
sabbatica l leave every 7th term. This defines the
departmen tal rotation schedule for sabbatica l leaves.

2.

Faculty members who have been employed for 15 terms
and have had a break in service to the College for
any reason, including an approved Leave of Absence,
will be eligible for a sabbatica l leave after
completin g 6 successiv e terms of teaching without a
break. The sabbatica l leave must fit into the
departmen tal rotation as above. However, if the
break in service is due to an illness or disability
as defined in SECTION THREE, Part IV, of the Faculty
Manual, service is considered to be uninterrup ted and
eligibili ty remains within the regular departmen tal
rotation schedule.

3.

A full-time Otterbein College faculty person with
previous adjunct faculty status at Otterbein College
may count that experienc e toward eligibilit y for
sabbatica l leaves. Adjunct faculty status that
accumulat es to one full-time equivalen t year will be
counted toward eligibilit y. Only one full-time
equivalen t year may be counted.

4.

A faculty member may request that a leave be shifted
to a later term. Such requests must be received in
the Office of the Vice President for Academic Affairs
by the due date for leave proposals and must include
the written approval of the Chairperso n of the
member's departmen t and the Vice President for
Academic Affairs. If the request is granted, the
next leave will be 7 terms from the term the shifted
leave was actually taken.

5.

Faculty who will not return to Otterbein College for
one full academic year following the completion of a
sabbatica l are not eligible for a leave.

Applicatio n Procedure s and Calendar:
1.

Forms to be used for leave applicatio ns will be
sent to each eligible faculty member with the annual
contracts at the end of the academic year preceding
the November 1 due date. The Departmen t Chairperso ns
will be notified of those individua ls eligible for
sabbatica l leaves.

2.

At an early Fall departmen t meeting applicant s for
sabbatica l leaves will discuss proposal options
with departmen t faculty members.
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3.

The Applicatio n must include
a)
b)
c)

d)
e)
f)

D.

a descriptio n of the proposed activity,
a statement of the goals to be met,
an abstract of the proposal (of approxima tely
50 words) to be Shared with the Board of Trustees
(the final approving body) and the general
audience,
a statement describing the mechanism by which
success of the project may be judged,
an estimate of the expenses involved,
a descriptio n of funding to be sought from
off-campu s sources.

4.

Proposals must be accompani ed by a letter of
evaluation from the chairperso n of the departmen t.
Additiona l letters of recommend ation may be solicited
by the applicant and submitted to the committee . A
proposal by a chairperso n must be accompani ed by a
Letter of evaluation from a full-time faculty member
designate d by mutual agreement of the chairperso n and
the dean. The evaluation should address items a.,
b., c., and d. in E. Approval Process, 2.
substantiv e.

5.

Leave proposals must be received in the Office of
the Vice President for Academic Affairs by
November 1 of the school year preceding the one in
which the leave is to be taken. Proposals received
after that date will not be considered . Applicant s
who are unable to submit a completed proposal by the
due date must submit an incomplete proposal on the
required form by the due date.

6.

Notificat ion of the dispositio n of the proposal
will be sent to each individua l by the Vice President
for Academic Affairs during the second week of the
Winter Term following the due date.

7.

Any applicant whose leave proposal is not approved
is eligible to apply at the applicant 's next regular
time in the departmen tal rotation schedule.

8.

Any faculty member electing not to apply for a leave
is eligible to apply at the applicant 's next regular
time in the departmen tal rotation schedule.

Sabbatica l Leaves Subcommi ttee:
A Sabbatica l Leaves Committee , a subcommit tee of
Personnel Committee , will evaluate proposals . The
Committee will include one full-time faculty member
elected by each of the Divisions to a four-year term.
At each election, the Division shall also elect an
alternate whose sabbatica l terms complemen t those of the
elected member. The Division shall fill vacancies for
unexpired terms. Alternate s shall serve on the Committee
in place of elected members during those terms when
elected members have their leave proposals considere d,

4

and when the elected member is on leave during the fall
term. The Vice President for Academic Affairs shall be
an ex officio member of the Committee with voting rights
only in the event of a tie vote. To be eligible for
Committee membership, an individual will have had to
complete a successful sabbatical leave and either be
a tenured member of the faculty or hold the terminal
degree.
E.

Approval Process:
The Sabbatical Leaves Subcommittee will judge the suitability of leave proposals according to the following
criteria.
1.

2.

PROCEDURAL:

a.

Proposals must be submitted by the due date to be
considered.

b.

Reports of all previous sabbatical leaves taken
at Otterbein College must be on file in the
office of the Vice President for Academic
Affairs.

c)

To receive consideration for a sabbatical, the
report of the previous sabbatical must have been
received in the office of the Vice President for
Academic Affairs no later than the end of the
term following the one in which the leave was
taken (see pg. 6-H.1.). If this report was not
received by that deadline, eligibility for the
next sabbatical will be postponed for seven
terms. Should there be extraordinary circumstances which would not enable the individual
to submit the report on time an extension could
be granted by the Personnel Committee. The
individual would need to submit a written request
to the Personnel Committee.

d)

Documentation of the presentation of the results
of the sabbatical leave proposal will be reviewed
by the Sabbatical Leaves Subcommittee.

SUBSTANTIVE

a.

Successful completion of the previous sabbatical
project (if taken) will be a factor in judging
the current proposal.

b.

Projects proposed must be judged to be of such
length that at least a 10-week period is needed
for completion.

c.

Project must fall within at least one of the
categories listed above in part A.

d.

The quality of the proposal as reflected in its
depth and thoroughness will be a major factor in
reviewing the proposals. Should the Committee
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feel it lacks the expertise to evaluate a
proposal it may call in a consultan t to assist in
the review of it.

F.

3.

On receipt of the proposals from the Office of the
Vice President for Academic Affairs, the Sabbatica l
Leaves Subcommi ttee will review them to determine
which proposals are acceptabl e as submitted and
which require revision.

4.

A letter will be sent to each applicant whose proposal needs to be revised stating the reason for the
revision and a due date for submissio n of a revised
proposal. Only one proposal revision is allowed.
The revision must be in the office of the Vice
President for Academic Affairs within two weeks of
notificati on requesting same.

5.

On receipt of the revised proposals from the Office
of the Vice President for Academic Affairs, the
Sabbatica l Leaves Subcommit tee will review them to
determine if they are acceptabl e as submitted .

6.

The Sabbatica l Leaves Subcommi ttee will recommend
to the President through the Personnel Committee the
granting of leaves to those faculty members whose
proposals have met the criteria described above. All
documents used by the Sabbatica l Leaves Subcommit tee
in making its recommend ations will be available to
the President and the Personnel Committee .

7.

After reviewing these recommen dations, the President
submits a report to the Board of Trustees for final
action. Until the Trustees act, no leave applicatio n
is officially accepted or rejected.

Appeals:
An applicant whose proposal does not receive positive
recommend ation from the Sabbatica l Leaves Subcommit tee
may appeal the decisions only on the basis of alleged
violation s of academic freedom, prejudice , unlawful
discrimin ation, or insufficie nt regard for fundament al
standards of fairness inherent in due process. The
appeal process is described below:
1.

A letter with supportiv e data must be sent to the
Chairperso n of the Personnel Appeals Hearing
Committee by the ninth week of Winter quarter of the
same academic year of the decision.

2.

The Chairperso n will notify the appellant of the
hearing time and date if the Committee determine s
that the appeal merits considera tion. The hearing
must be held by the second week of Spring quarter
of the same academic year.

3.

The decision of the Committee will be sent to the
President and the appellant by the fourth week of
that same Spring quarter in which the hearing
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occurred.

G.

H.

4.

The President may refer the matter back to the
Sabbatica l Leaves Subcommit tee through the Personnel
Committee with a recommend ation for reconside ration
in light of the decision of the Personnel Appeals
Hearing Committee , or he may confirm or modify the
decision of the Personnel Appeals Hearing Committee .

5.

If, after the steps taken in point 4, the dispute is
not resolved to the satisfacti on of the appellant
faculty member, the appeal may be carried to the
Board of Trustees under the provision s of Article
XVII of the By-Laws. This procedure is stated in
Part VI.E of SECTION TWO of the Faculty Manual.

Approved Leaves:
1.

While faculty are on sabbatica l leave, they shall
not be gainfully employed by another organizati on
except as approved by the President . When employmen t
for pay is approved, income derived which exceeds
expenses will be paid to the College.

2.

Changes in sabbatica l leave projects must be
submitted to the Sabbatica l Leaves Subcommit tee for
review and approval.

3.

A sum of money will be available for stipends to
assist the faculty member in completin g the sabbatical project. stipends may be awarded with the amount
based upon the cost of the project and the funds
available . Individua ls are encourage d to seek grants
to help defray the expenses of projects undertake n.
Should the stipend assigned not be enough to
implement the approved sabbatica l project, an
alternativ e proposal for a project compatibl e with
the stipend should be submitted to the Sabbatica l
Leaves Subcommit tee for review.

Reporting Procedure s:
1.

2.

A report of the sabbatica l leave must be filed in the
office of the Vice President for Academic Affairs no
later than the end of the term following the one in
which the leave was taken. The report must include:
a.

A descriptio n of the results and how the goals of
the project were met.

b.

What reporting mechanism is being used (see 2
below).

c.

A financial report showing how the stipend was
used. Receipts for appropria te expenditu res
must be attached.

The results of the leave project must be reported in
one of the following ways:
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a.

Publish an article in a refereed journal.

b.

Present a paper before a faculty or professional
society.

c.

Present work or give a performance (in the Arts).

d.

Presented in a format appropriate to the project
and acceptable to the Sabbatical Leaves Subcommittee.

3.

Documentatio n of the format of the presentation of
the results of sabbatical leave projects shall be
included in the faculty member's file.

4.

Copies of all sabbatical leave reports will be placed
on file in the Courtright Memorial Library. If
requested, an abstract of each report submitted
during the year will be presented to the Board of
Trustees at its Spring meeting.

II. LEAVES OF ABSENCE
Full-time teaching faculty members are eligible to apply for
Leaves of Absence (without pay) after completing three years of
full-time service at Otterbein College. Normally such requests
will be considered if the leave is to advance the professional
development of the individual or to provide time to resolve
unusual personal emergencies.
Application and Approval Procedures:
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1.

The application for the leave of absence must be
submitted to the Vice President for Academic Affairs
one term prior to the intended leave. In emergency
situations the deadline will be extended. A letter
requesting a specific period of time for the leave
will serve as the application. The letter must also
include an explanation of the reason for the
requested Leave of Absence.

2.

All proposed leaves will be submitted to the
Personnel Committee. That group will submit its
recommendati on for approval or denial to the
President for final consideration .
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DATE:

FEBRUARY 20, 1990

TO:

ALL OTTERBEIN COLLEGE FACULTY

FROM:

C. BRENT DeVORE

RE:

SUPPORT FOR DEGREE COMPLETION

One of the goals announced in the Otterbein 2000 plan is a
faculty on which eighty to ninety percent of the individuals will
hold the terminal degree.
To assist in achieving that goal, I am
pleased to announce the following College support:
1.

For faculty members who continue study for the terminal
degree (the doctorate unless otherwise agreed upon by the
Personnel Committee) while on sabbatical leave only, the
College will provide a sabbatical stipend equivalent to the
tuition for 10 or more quarter hours or 12 or more semester
hours at an Ohio public institution.
This means that one is
eligible for a stipend only if one is enrolled as a full-time
student.
Should a faculty member choose to pursue the
terminal degree at an out of state university and/or one on a
semester calendar, the maximum stipend will be equivalent to
the tuition for 15 quarter hours at The Ohio State
University.
The stipend will be paid by the College when the dean's
office receives an official tuition bill from the graduate
institution.
At the conclusion of the quarter/semester, the
faculty member must submit to the dean's office an official
transcript documenting successful completion of the courses.
Each person receiving the tuition stipend will be asked to
sign an agreement stipulating that if the course work is not
completed successfully, as defined by the graduate school,
the full amount of the stipend will be returned to the
College.
Unless specifically approved by the department chairperson,
the Personnel Committee and the dean, external degree graduate programs are not eligible for support under this sabbatical leave stipend program.

2.

Recognizing that many graduate programs have a residency
requirement that may require taking an unpaid leave of
absence for one quarter, the College will continue its contribution to the following fringe benefit programs during
that quarter:
Health Insurance
Dental Insurance
Life and A.D. & D. Insurance
Disability Insurance
Consequently, these benefits will be maintained if faculty
members choose to pay the portion of the premiums for which
they are responsible, if any.

Should you have any questions about these two initiatives, I know
that Ralph Pearson will welcome discussion of them with you.

